Gulshan.207384@2freemail.com 
Holder valid Driving license of UAE – DUBAI RTA 

Abu Dhabi.

United Arab Emirates.
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Objective

A challenging opportunity offering international exposure, in a working environment featuring a strong corporate & I wish to pursue a career commensurate with my qualification and experience, seeking a good future.

Career highlights
Document Controller/Secretary with 6 years of multi discipline professional experience 
The area of experience in UAE with Building projects, Irrigation projects.
Professional experience in UAE

· M/S Dubai Civil Engineer L.L.C 

              Document Controller cum Secretary 

              From April 2008 to April 2014
· M/s Asqalan Construction & Development L.L.C

Document Controller cum Secretary

               From May 2014 to till date

RESPONSIBILITY

              As Document Controller/Secretary my Responsibilities include:

· Prepare summary sheets and logs for all technical documents.

· Ensure that all technical documents, records and file mentioned with index and file numbers.

· Submits the submittals to client/ consultant as per the Documents Control System.

· Distributing the submittals on receipt from consultant as per instruction of the project Director/ Project Manager.

· Retains the originals of submittals.

· Maintains the document control database.

· Filling & Keeping all records of coming and outgoing correspondence/ Submittal/Transmittal/Daily reports/Weekly report/Monthly report/Minutes of meeting/petty cash/delivery notes/ reports etc. 

· Ensure back-ups for all technical documents.

· Distributes the submittal log on periodic basis to all concerned.

· Daily Report to consultant, project manager & engineer.
As QAQC Assistance my Responsibilities include:
· Checking of concrete quality (Slump, temperature, cubes) etc.

· Prepare summary sheet of pouring concrete record, concrete observation reports, RFI, Inspections of (Work & Materials), NCR, Snagging list.
As Administration Assistance my Responsibilities include:

· To manage all the time sheets for all the labors & staff. Prepare labors salary cards according to their overtimes 

· Filing the documents about the internal or external affairs

· Consulting and coordinating with Insurance Company for any related process and issues.

· Manage the petty cash

· Managing Supervisors & Labor Staff Accommodation

· Daily reporting to the Department Head.

· Maintaining daily Duty schedule of the Camp Duty Staff.

· Maintaining daily attendance of Camp Staff.

Software exposure 

· Operating System

- Ms Windows 98, 2000, and Xp, vista,                   window 7,8 &  10.
· Utility Packages

- Ms Office - (Word, Excel, PowerPoint, paint,  hyperlink)              
· Internet & E –mail

- Ms Internet Explorer, Ms Outlook
Strength

· Bright, articulate, creative, and flexible individual with strong interpersonal and entrepreneurial Skills.

· Highly energetic with a strong drive to succeed and target driven.

· A professional of unquestionable integrity, credibility and character who has demonstrated high moral and ethical behavior.

· Strong interpersonal, analytical, project management and communications skills.
Personal Details 
Date of Birth

: 1st -Dec-1985

Marital Status

: Married 
Mobile 


: 056- 406 67 60
Issue Date

: 20-08-2007

Expire Date

: 19-08-2017 
Language Known

	  Language Known
	Speak
	Write

	a)    Hindi
	Yes
	Yes

	b)    English
	Yes
	Yes

	c)    Punjabi
	Yes
	Yes

	d)    Arabic 
	Basic only
	No
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Work Experience
Project: 01

Pacific Development Al Marjan ( Ras Al Khaimha):
Document Controller/ Secretary (August, 2008 to Oct, 2011):                                                  

Dubai Civil Engineering Co. L.L.C

Project Name 
: Al Marjan Iceland (6 buildings)

Client


: Select Group

Consultant 

: Al Hilal Consultant L.L.C



                   R.A.K (UAE)
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Project: 02 - 
Document Controller/ Secretary (Oct, 2011 to August 2013):   HANDING OVER PROJECT TO CLIENT 
Dubai Civil Engineering Co. L.L.C

Project Name
: Cappadocia, Pera, Myra, Caria Jumeirah Village Circle – Dubai (04 Buildings)

Client


: Beney Investment 

Consultant

: High Art Engineering L.L.C 

                                      Dubai (UAE)  
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Project: 03 - Jumeirah Village Circle:
Document Controller/ Secretary (August 2013 to December 2013):   

Project Name
: Astoria Residence 

Client


: Segrex LTD 

Consultant

: Al Burj Consultant L.L.C 

                                      Dubai (UAE) 

Project: 04

Pacific Development Al Marjan (Ras Al Khaimha) :

Document Controller / Secretary (January 2014 to April 2014):                                                  

 Dubai Civil Engineering Co. L.L.C

Project Name
: Al Marjan Iceland (6 buildings) 

Client


: Select Group

Consultant

: W/S Atkins 

Project: 05

Abu Dhabi ( UAE) :

Document Controller / Secretary (May2014 to till date):                                                  

 Asqalan Construction & Development L.L.C

Project Name
: Commercial Building for Kahlid Sedeeq (3B+1M+14 LVL) 

Client


: ADCE
Consultant

: M/s Arkan 
Driving License Details

Date of Issue

: 01/12/2014

Date of Expiry
: 18/02/2024

Place of Issue
: DUBAI- (UAE) 
Personal Skills

Highly organized, Excellent verbal and written communication skill, ability to deal with people diplomatically, professional typing skill, self-motivated, willing to learn, ability to work in groups and under stress, open minded for new techniques, focused on goal and team success with extensive knowledge and administrative skill efficient professional with an exceptionally tuned sense of description. Have good skill in Document controller, secretarial and administration works.

Declaration

                     I declare that the above mentioned details are true and correct to the best of my knowledge and belief.
References are available on request.
.
Qualifications�
�
• High School living certificate.


. 1 year diploma in Computer Software. �
�
• Country experience�
�
Dubai, UAE. Since 2008 


• Holder valid Driving (Manual gear) license of UAE  


�
�
Nationality�
�
Indian. �
�
















































Languages�
�
English, Urdu, Hindi, Punjabi, Arabic Fair�
�
















