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Nationality:
Indian
Date of Birth:
16 May 1985
Marital Status:
Single
Current Employer:
Gulf Rock Engineering LLC
Profession:
Administration
Years with company:  7.4
PERSONAL SUMMARY
A highly competent, motivated and enthusiastic Administrator with experience of working alone and also as part of a team in a busy office environment. Well organized and proactive in providing timely, efficient and accurate administrative support to superiors and colleagues.
Presently looking for a suitable position as Office Administrator in a reputable company.
KEY SKILLS
· Excellent organizational and managing skills. 
· Excellent interpersonal skill to all levels of people in the organization. 
· Excellent written and verbal communication skills. 
· Ability to work under pressure, independently & in minimum supervision. 
· Flexibility and prioritization. 
· Ability to maintain confidentiality. 
· Attentive to smallest details. 
· Follows a straight, smooth & speed strategy. 
· A zest to learn new technologies. 
PROFESSIONAL BACKGROUND
OFFICE ADMINISTRATOR (2014 – to present)
Project: Al Jabal Resort, The Chedi Khor Fakkan – Enabling Works
This project is to finish the earthworks for the future Al Jabal Resort, The Chedi Khor Fakkan which involves excavation and rock slope stabilization works through mountainous terrain.
Key responsibilities and accountabilities:
· General maintenance of office and office equipments. 
· Preparation and reporting faults about the site plant & machinery. 
· Arranging/receiving internal material deliveries. 
· Preparation of monthly progress reports and weekly reports. 
· Assist in preparation of monthly interim valuations. 
· Evaluating the timesheet of project personnel. 
· Compiling information from various sources. 
· Management of office consumables and stationery. 
· Assisting staffs in administrative matters. 
· Coordination of site activities in the absence of Project Engineer and/or Foremen 
· Assist in transport of logistics and heavy equipments between sites 
· Ensure the safe and continuous operation of site activities 
· Follow up of matters. 
· Other tasks as assigned. 
SENIOR CLERK
Project: Fujairah Oil Terminal FZE – Leveling Works of Tank Farm 2 (Mar 2013 – Sep 2013)
This project was for the leveling works of Tank Farm 2 area plus other small duration earthworks like excavation of trench and borrow pit which spanned throughout one year.
PROJECTS SECRETARY
Project: R405B Shis to Khor Fakkan Road and Tunnel East Section Earthworks (2007 – 2013)
Project: R617 Construction of Two Box Culverts (2009 – 2010)
An Office Administrator and a Secretary to Resident Engineer in the Consultant’s (Halcrow International Partnership) site office for the formation of a 6km road embankment through the mountainous terrain for a future dual highway and another project for the construction of two box culverts.
Key responsibilities and accountabilities:
· General maintenance of office and office equipments. 
· Preparation of timesheets. 
· Assisting in preparing monthly progress reports and weekly reports. 
· Compiling reports and information from various sources. 
· Keeping an updated log of all incoming and outgoing correspondences, material samples etc. 
· Custodian of monthly Valuation Backups, Payment Certificates, Method Statements, Contract Drawings, Material samples and various Test Results. 
· Liaising with the courier service to deliver mails to Consultant’s Head Office and all branch offices in UAE. 
· Liaising with the vehicle rent company for scheduled services, registration renewals, replacement vehicles and other matters. 
· Liaising with outside parties on behalf of Consultant’s office. 
· Sorting and distributing incoming post and collection and delivery of other project correspondences. 
· Evaluation of monthly plant and labor return reports from the contractors. 
· Checking the project correspondences to ensure quality and consistency. 
· Assisting the staff in the in-house training and online assessments. 
· Typing of letters, memos, faxes and reports. 
· Answering phone calls and transfer to relevant personal. 
· Efficient filing for easy retrieving of archives by any staff. 
· Management of office consumables and stationery. 
· Assisting staffs of all departments in administrative/clerical matters. 
· Follow up of matters. 
· Other tasks as assigned. 
EDUCATION
Bachelor of Commerce with Computer Application, University of Kerala (2006).
COMPUTER PROFECIENCY
MS Word, Excel, Photodraw, PowerPoint, Outlook, AutoCAD (2D & 3D).
LANGUAGES
English (Excellent), Malayalam (Mother tongue), Hindi (Fluent)
OTHER MERIT
A valid and clean UAE driving license.
