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PERSONAL DETAILS

Nationality




:
Indian

Martial Status



:
Married

Driving License



:
Valid Omani Light Vehicle 

______________________________________________________________________

Presently, I am in Dubai on visit visa, 
WORK HISTORY / EXPERIENCE
                                                

2010 Feb to Sep 2012


:
Worked as Administration Manager with






City Graphics - leading Digital Printers 








In Sultanate of oman

2000 – 09.11.2004 
     
  

:
Baker Hughes - Centrilift

Field Operations, Inventory & HSE 







Nimr, Sultanate of Oman.

Job Description / Responsibilities

Operations
1 Preparation and documentation of ESP / ESPCP work prior to departure to work location.

2 Equipment preparation and inventory control for each ESP / ESPCP and commissioning job.

3 Co ordinate with hoist / rig site management of equipment mobilization and personnel movements to location.

4 Preparation of ESP / ESPCP equipment for the crew prior to their departure to work location.

5 Conduct inventory audit periodically in coordination with warehouseman.

6 Issue and maintain local purchase order records in coordination with Base Manager.

7 Maintain well files and customer correspondence.

8 Inventory Planning, Order, Receipt. Delivery & Frequent Audit thru Local Oman Data Base (CIMS)

9 Make sure Inventory Min/Max

10 Physical check and Inventory allocation
11 Arrange and Prepare local Purchase thru Muscat office.

12 Cross check Delivery against Installation
13 Organize PDO flights for Crew / Staff / Visitors.

14 Handle petty cash in base.

15 Look after Pulled Inventory and arrange for Muscat repair
16 Arrange Equipments for calibration and inspection
HSE

17 Issue, control and close out Journey plans.

18 Organize monthly safety meetings and preparation / distribution of minutes of the meeting.

19 Disseminate HSE bulletins, documents received from Muscat office to employees and update HSE bulletin board periodically.

20 Preparation of monthly diesel consumption, KMS driven and Waste records for PDO reporting.

21 Enroll field employees for HSE training and maintain HSE training register.

22 Run BH in-house HSE training in Nimr base and maintain training register.

23 Actively participate in HSE observation program.

24 Maintain HSE filing system in line with PDO and Centrilift requirements.

Achievements:

25 One of the appreciation team members for MDSV audit by PDO personals held at Centrilift facility - Nimr base, Sultanate of Oman.

26 Handled purchasing and procurement division.

27 Able to supervise and knowledge sharing with Omani staffs.

28 Handled transportation within capital area.

1997 - 2000
:
Occupational Training Institute, 



Oman.  Office Manager.

1993 - 1996




:
International Freight Services,








Oman.









Cargo Operations Coordinator

1991 - 1993




:
Yahya Costain LLC, Oman








Office Administrator.

_____________________________________________________________________________

EDUCATIONAL / TECHNICAL QUALIFICATION

1.
Bachelor of Arts – English as main subject
2.
Well versed with all types of computer programs and its operation.

3.
Completed Basic Fire fighting & Prevention course from Cochin Shipyard Corp. 

4.
Diploma course in Fire & Safety Engineering.

5. 
Completed course IOSH and OSHA

6.
Completed NEBOSH IGC 3, awaiting result
HSE TRAINING

1.
Defensive Driving

2.
H2S course

3.
Journey management and JM assessment workshop

4.
First Aid

LANGUAGE KNOWN

English, Hindi and Kannada



:
Speak and write

Malayalam, Tamil and Arabic (little)


:
Speak only

_____________________________________________________________________________

