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CURRICULUM VITAE
PERSONAL DETAILS
Licence                            : Having valid International driving licence
Nationality                      : Portuguese 
SUMMARY 

Keen to be a part of a progressive and innovative work environment that makes a befitting blend of my enthusiasm, experience and education.  With a total work experience of almost 8 years I bank on my sincerity and toil to retrieve dividends and achieve glory for the organization that I work in.
WORK EXPERIENCE

1.      ALSTOM NORWAY AS     :    From Feb 2007 
         (End Clients : EMAL, DUBAL, Saudi Electricity Company, Bahrain Aluminium)                                                                       
Projects :

1. DUBAL FTP 1,2 and 3 Upgrade Project.

2. DUBAL Project 56 and Potline 7.

3. Shoaiba Stage III (Client – Saudi Electricity Company)

4. Alba Modernisation (Client – Bahrain Aluminium) 

5. EMAL Project Phase I. (EMIRATES ALUMINIUM SMELTER) Controlling Project – GTCs and FTCs.

Job Description :

Reporting directly to Project Director / Project Manager 

· Develop and maintain site documentation filing system.

· Register’s the receipt of all documents and verify the correctness of documents with respect to the transmittal.  Take up and resolve and discrepancy observed with the originator of the transmittal.

· Controlling the issue of working copies of the document to all site personnel within   the company or subcontractor etc and ensure that each receiver always holds the current revision of the document and all earlier revision are either withdrawn and stored separately or clearly identified as obsolete/superseded.
· Controlling all correspondence on as built or red correct documents.

· Ensuring timely distribution and display of all documentation received at the site.

· Maintaining records of each receipt and issue of each document.

· Also Assisting the tendering team for complying tenders for various upcoming projects.
· Assisting the on-site Travel Team with coordinating the on boarding of new staff, in addition to coordinating flight and accommodation bookings
· Completing a high volume of filing, photocopying and scanning for the Project and Travel teams
· Answering the telephone and relaying messages as required

· Sorting and distributing mail for the site based teams

2.  CMI     From Feb 2004 – December 2004

     (End Clients – Dubai Aluminium Company – DUBAL)

     Projects –

1.  Kestrel Project (Updating Existing Potroom Fume Treatment Plant)
      Job Description :

      Reporting to Site Project Manager

· Worked as a Site Project Secretary / Document Controller.  

· Duties include making hotel/car bookings.
· Timely logging and distribution of documents to the concerned package engineers.

3   American Life Insurance (From March’02 – December’03)

Worked as a Field underwriter wherein duties included marketing of life, accident and medical plans to individual and corporate clients.

4.  Universal Beverages Limited -  Goa, India (From February 1995 – January 1998)

Worked as Secretary, Duties included :

· Working on  software packages, such as Microsoft Word, Outlook, Excel,     Access, etc., to produce correspondence and documents records, spreadsheets and databases;

· booking rooms and conference facilities;

· ordering and maintaining stationery and equipment;

· liaising with colleagues and external contacts to book travel and accommodation;

EDUCATION

· Completed Bachelor of Arts Degree (BA) majoring in Psychology and Economics from Goa University in the year 1993.
Other Qualification :

· Secretarial Diploma covering typing & shorthand

· Diploma in computer application covering Word, Excel & Powerpoint

· Having working knowledge of Lotus Notes 6.5 

· Having working knowledge of Sharepoints (Database used by SNC Lavalin/EMAL for uploading downloading documents).

