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Personal Data:
	Date of Birth
	15-04-1981

	Nationality
	Indian

	Languages
	English, Hindi, Malayalam, Telugu, Tamil

	Current Position
	Operations Controller – Procurement

	Marital Status
	Married

	Gender
	Male

	
	


Qualifications:
	
	Education
	Bachelor of Arts (Political Science) – 2001 – 2002 Year

	
	
	
	
	

	
	Technical
	Excellent Command over MS Office (Word, Excel, PowerPoint etc.

	
	
	
	
	

	
	Visa 
	
	
	

	
	Visa
	Employment Visa – Transferable [Free Zone Visa]

	
	
	
	
	

	
	
	
	
	

	
	Experience Highlights:
	
	
	

	
	
	More than 12 years’ UAE experience in various departments, such as
	

	
	Overview of Experience
	
	Project Administration, Accounts, Human Resource, and Procurement
	

	
	
	
	and Logistic Department.
	

	
	Employment Record:
	
	
	

	
	2007 – To Present
	
	Overseas AST CO LLC, Dubai, UAE

	
	2003-2007
	
	AL Hudaiba Contracting LLC, Dubai, UAE

	
	2002 – 2003
	
	Sun Networks Solutions - India

	
	
	
	
	



Role and Responsibilities

	
	
	2007 - Present
	
	
	
	Overseas AST Co LLC -
	Dubai – UAE
	as Secretary, Asset &
	
	

	
	
	
	
	
	
	Procurement Operations Controller
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	Logistics Management – Duties carried out over Logistics
	
	

	
	
	
	
	
	Management.
	
	
	
	

	
	
	
	
	
	Perform procurement follow-up and ensure
	critical and long lead
	
	

	
	
	
	
	
	
	delivery items are expedited in time with no delays to the project and
	
	

	
	
	
	
	
	
	assist in related procurement paperwork (LPO/LC/Lol).
	
	

	
	
	
	
	
	Liaise with Sea/Air Port Authorities for clearance of shipments.
	
	

	
	
	
	
	
	Coordinate with freight forwarders and the Project on a day-to-day
	
	

	
	
	
	
	
	
	basis operations to ensure timely and accurate delivery.
	
	

	
	
	
	
	
	Ensure Import & Export compliance and deadlines and arranging
	
	

	
	
	
	
	
	
	freight forwarders for customs clearance and delivery.
	
	

	
	
	
	
	
	Arranging local transportation inside UAE as well as to other GCC
	
	

	
	
	
	
	
	
	countries.

	
	
	
	

	
	
	Job Responsibilities as
	
	
	
	
	
	
	

	
	
	
	
	Stores Management – Duties carried over Stores Management
	
	

	
	
	an Operations Controller
	
	
	
	

	
	
	
	
	Support the activities of the Sourcing team (part of the procurement
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	team). Communication with vendors, operations and field personnel.
	
	

	
	
	
	
	
	Managing stock levels and making key decisions about stock control at
	
	

	
	
	
	
	
	
	Main store.
	
	
	
	

	
	
	
	
	
	Dealing with staffing issues, such as interviewing potential staff,
	
	

	
	
	
	
	
	
	conducting appraisals and performance reviews, as well as providing or
	
	

	
	
	
	
	
	
	organizing training and development.
	
	
	

	
	
	
	
	
	Develop  and  manage  database  of  all  Store  keepers  and  Store
	
	

	
	
	
	
	
	
	Assistants with their qualifications and serve as a focal point of
	
	

	
	
	
	
	
	
	contact for all communications relating to resource management.
	
	

	
	
	
	
	
	Make  regular  visits  to  all
	sites  stores  to
	inspect the  Stock  and
	
	

	
	
	
	
	
	
	Inventory  System  and  ensure  all  the  measures  been  taken  in
	
	

	
	
	
	
	
	
	accordance with company policy and procedures to maintain a proper
	
	

	
	
	
	
	
	
	stock level at site stores.
	
	
	
	

	
	
	Job Responsibilities as
	
	
	Preparation  of  Standard  Procedures  for  Site  Stores  and  Yard
	
	

	
	
	
	
	
	Management.
	
	
	
	

	
	
	an Operations Controller
	
	Coordinate  with  Internal/External  Audit  team  for  Monthly/Yearly
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	Audits.
	
	
	
	


Lead,  direct,  coordinate,  and  manage  all  ADMINISTRATIVE, 
	contractual
	and
	operational
	aspects
	of

	the Purchasing Division
	
	
	


Yard Management- Duties carried over Yard Management
Ensure Property, facilities and Equipment remains in good condition and maintained time to time. 
Supervise and coordinates daily activities of workers engaged in loading, unloading, handling and storing objects at company yards. 
Ensure all material stored in designated storage areas, appropriate to the material characteristic and preservation of goods in accordance with defined method of classification, marking and traceability 
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	compliance with QHSE Standards.

	
	
	Ensure  all  the  goods  and  equipment  are  not  been  abused  and

	
	
	
	recycled/re-used them in a proper way to reduce the wastage.

	
	
	Maintain a clean and orderly yard with necessary safety signage and

	
	
	
	boards.

	
	
	Asset Management- Duties carried over Asset Management

	
	
	Perform activities related to (i) the movement and management of

	
	
	
	company assets across projects; (ii) inventory control of critical stocks

	
	
	
	(such as Sheet Piles, Scaffolding Materials, Pipes, Valves and Fittings

	
	
	
	etc.); and (iii) sale of scrap within established company procedures in

	
	
	
	order to support project operations.

	
	
	Develop  and  maintain  a  global  database  of  all  company  assets

	
	
	
	comprising Asset Transfers, Releases and Take-on.

	
	
	Oversee the movement of critical stock (such as Sheet Piles, etc.)

	
	
	
	through proper coordination and through accurate and consistent

	
	
	
	recording.

	
	
	
	Coordinate  the  sale  of  scrap  material  identified  for  disposal  by

	
	Job Responsibilities as
	
	working  closely  with  the  scrap  contractor  and  relevant  internal

	
	an Asset Controller
	
	department(s) for the safe and timely removal of scrap materials

	
	
	
	from concerned site/premises.

	
	
	Monthly, Quarterly and Annual reporting of the asset portfolio.

	
	
	Generate inventory reports of critical stock (such as Sheet Piles,

	
	
	
	Equipment, Survey Instruments, Small Tools and Equipment etc.) on

	
	
	
	a daily, weekly or monthly basis and perform detailed analysis of

	
	
	
	item performance.

	
	
	Ensure that disposal of all scrap materials are carried out  in a

	
	
	
	transparent manner and properly documented in line with company

	
	
	
	policy.

	
	
	Ensure proper coordination with internal and external stakeholders for

	
	
	
	movement of assets, critical stock and disposal of scrap material.

	
	
	

	
	
	Secretarial Works - Duties carried over Secretarial works

	
	
	Provide full secretarial and admin support to the project team and

	
	
	
	department to ensure the smooth running of the department

	
	
	
	operations.

	
	
	Maintain records of Engineers and assist in their movements.

	
	
	Take minutes of meeting and maintain records for the operations and

	
	
	
	project team.

	
	
	Develop and maintain document control processes for the efficient

	
	Job Responsibilities as a
	
	management.

	
	Secretary
	
	Maintain a proper and user friendly filing and document control system

	
	
	
	for recording and tracking of all documents for the project team and

	
	
	
	department .

	
	
	Support the officers and project team in daily admin roles and assist to

	
	
	
	keep stock of stationary supplies for the department.

	
	
	Perform data entry, recording, printing and filing duties.

	
	
	Undertake any adhoc admin projects/duties as required.

	
	
	Coordinate travel arrangements inclusive of air ticket, hotel

	
	
	
	accommodation, visa arrangements, claims etc
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	2003-2007
	
	
	Al Hudaiba Contracting LLC – Dubai – UAE as a Project Secretary
	

	
	
	
	Provide full secretarial and admin support to the project team and
	

	
	Job Responsibilities as a
	
	
	department to ensure the smooth running of the department
	

	
	
	
	
	operations.
	

	
	Project Secretary
	
	
	
	

	
	
	
	Develop and maintain document control processes for the efficient
	

	
	
	
	
	

	
	
	
	
	management.
	


