SHUJATH 
OBJECTIVES:
Looking for a challenging and demanding position in different category, in a growth oriented Electro -Mechanical consulting/contracting/ construction organizations where there is ample scope for individual and organizational growth.
SOFTWARE SKILLS
ONLINE

:ACONEX

OFFELINE
:Xpedeon
PGDCA

:Post Graduate Diploma in Computer Application 
MASD

: MASTER DIPLOMA IN MULTIMEDIA
TYPEWRITING
: Lower Grade (1st Class)

Education

University of Madras 

B.Com (Bachelor of Commerce): 15th July 1997 -20th April 2000

ORGANIZATION PROFILE

PROJECT DETAILS

Air Port Project

: Airport Terminal


MEP Value    : 4, 300, 0000 Billion AED

Client


: GOVT.OF DUBAI AVIATION DEEPARTMENT                                                              Consultant

: Dar al-handasah

Main Contractor
: ALAC-Al jabber L.E.G.T ENGG.Contracting L.L.C. Dubai (U.A.E.)

MEP Contractor

: ETA-M&E LLC

Irish Bay Project 
:  Business Bay Station


MEP Value    :

Client


: SHETH ESTATE (INTERNATIONAL) LTD.

Consultant

: WS ATKINS & PARTNERS OS, Dubai, UAE 

Main Contractor
: AL HABTOOR Engineering Dubai

MEP Contractor

: ETA – M&E LLC

Dubai Metro Project
: Union Square



MEP Value    : 4.8 Million AED

Client

            : RTA – Dubai

Consultant

: Systra-Parson & Atkins.

Main Contractor
: JTMJV

MEP Contractor

: ETASET LLC

Currently:
Job 


: Working as a Sales Rep/ MaintanceIncharge
Employment Date    
: 23rdAug 2012 – Till Up to Date

Professional Experience:

	Job       : Worked as a Documentation Controller

	Employers name        : ETA-M&E LLC (Emirates Trading Agencies) Ascone Group

	Employment Date     : 2nd  Jan 2007 – 19th Nov 2011

Duties:

· Preparing all outgoing correspondences, faxes, emails, internal memos etc. as advised by the director.

· Arranging meetings/appointments as and when required.

· Monitoring all outgoing mail and receiving all incoming mail.

· Complete document Control System by using ACONEX software - Online Document Management Software.

· Xpedeon software to update Shop Drawings & up-to-date electronic database system of all the outgoing & incoming official documents (i.e. Agreements, Contracts, Correspondences, Faxes, Emails, Memos, Drawings, RFI’s, Method statements, Material submittals etc.). Tracking all documents thereby ensuring the effective document control management and retrieving documents as and when they require.

· Routing all the incoming correspondences to appropriate personnel and ensuring action is taken on time.

· Preparation, follow up and maintaining backup of all the documents.

· Managing the confidentiality and backup of all the important documents.

· Taking care of overall activities related to administration (Daily staff attendance, Preparation of salary allocation for month ending and the same forwarding to Personnel Department )

· Responsible for purchasing and storing all office stationary & other miscellaneous items.

· Analyzing and implementing the ways to control wastage of office stationary and other items thereby ensuring effective and efficient cost controlling.
Job                                 :  Worked as a Graphic Designer
Employers name        : AP International India Pvt LTD.,

Employment Date     : 2nd October 2005 – 19th Nov 2007

Duties:

· Worked as a Graphic Designer by using Image Editing Software.

· Audio & Video Editing like Adobe Primer ,Adobe Aftereffect

· Using Compensative software like Combustion and Adobe Aftereffect
· Image Edit Software Adobe Photoshop (CS), Corel Draw (11), PageMaker (7)

· Using Macromedia Flash for Web site to create the banner design and 2D art 

· 3D Max for using the Logo animation for Movies and Advertisement and Character Animation is used for the gaming,etc.
Job         : Worked as aData Entry Operator Cum Account Assistance
Employers name        : Sathiya InfoTech.
Employment Date     : 4th Jan 2004 – 10th Jan 2005

 Duties: 

· Preparation, follow up and maintaining backup of all the documents.

· Managing the confidentiality and backup of important documents.

· Maintaining accounts and accounts writing using tally package.

· Update management files, prepare expense reports, and verify department expenses and processing all the invoices.

· Preparation of daily and monthly expenses reports.

· Receiving and monitoring all incoming correspondences and routing them to appropriate personnel.

Job                             :  Worked as a Data Entry

Employers name       : Pro Net Pvt.Ltd– Chennai.,
Employment Date     : 2nd June 2001 – 19th Sep 2003

Duties: 

· Preparation, follow up and maintaining backup of all the documents.

· Managing the confidentiality and backup of important documents.

PERSONAL DETAILS:

Age & DOB

: 35 years, 27-06-1979

Sex


: Male

Marital Status

: Married

Nationality

: Indian, Muslim

Home town

: Chennai

Languages

: English, Tamil, 

Date of Issue
: 24th Jan 2014
Date of Expiry
: 23rd Jan 2024
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