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CAREER OBJECTIVE:
To apply, develop, enhance and dedicate my knowledge that can contribute to the company growth, stability and productivity.

ACADEMIC, PROFESSIONAL AND TECHNICAL QUALIFICATIONS:
Completed Pre degree (Commerce) Examination from Calicut University Kerala. Completed Refrigeration & Air condition engineering Course conducted by Gov. 
of Kerala (KGCE). 
Completed Meat Plant Operation and Maintenance Course, run by Kerala Agricultural & Veterinary College, Mannuthy, Thrissur, Kerala. 
Certified in Diploma in Computer Application (DCA) (MS-Windows, MS-Office, MS-Word, MS Excel, MS PowerPoint from Chaledian Syrian Computer Institute ,Thrissur, Kerala. 
Completed Special Training in MS Excel & MS Word. 

EXPERIENCE SUMMARY:
Experience in UAE from 2007, till date
Employer
: Consolidated Contractors International Company (CCIC)
Project
: Shah Sulphur Station and Pipelines Project (SSSP)
Industry
: Oil and Gas
Client
: AL HOSN GAS (ABU DHABI- UAE)
Designation
: Document Controller
Department
: DCG & Certification
Employer
: Consolidated Contractors International Company (CCIC)
Project
: Sahil & Shah Full Fields Development Project (SAS) – UAE
Industry
: Oil and Gas
Client
: Abu Dhabi Company for Onshore Oil Operations (ADCO)
Designation
: Document Controller
Department
: DCG & Certification
Employer
: Consolidated Contractors International Company (CCIC)
Project
: Onshore Associated Gas Project (OAG) - UAE
Industry
: Oil and Gas
Client
: Abu Dhabi Gas Industries (GASCO)
Designation
: Document Controller
Department
: DCG & Certification

Employer
: Consolidated Contractors International Company (CCIC)
Project
: Buhasa Habshan Gas Pipeline Project (BHGP) – UAE
Industry
: Oil and Gas
Client
: Abu Dhabi Gas Industries (GASCO)
Designation
: Admin Assistant / Data entry Operator
Department
: Personnel and Administration.
Employer
: Consolidated Contractors International Company (CCIC)
Project
: Habshan Gas Complex Expansion Project (HGCE) – UAE
Industry
: Oil and Gas
Client
: Abu Dhabi Gas Industries (GASCO)
Designation
: Data entry Operator / Clerk.
Department
: Personnel and Administration..
Employer
: Consolidated Contractors International Company (CCIC)
Project
: Onshore Gas Development Phase III upstream project - UAE
Industry
: Oil and Gas
Client
: Abu Dhabi Gas Industries (GASCO)
Designation
: Filing Clerk.
Department
: Personnel and Administration.

CAREER REVIEW:
Consolidated Contractors International Company (CCIC) OGD-3, BHGP, HGCE, OAG, SAS, SSSP Projects.
· Duties and Responsibilities (Document Controller):- 
Receipt, control, storage and issue of Project documents. 
Receiving all documents and drawings pertaining to the project, checking with Engineering Document Register (EDR)/Vendor Document Register (VDR) as per document/drawing number, title, revisions. 
Issue all outgoing documents and drawings through transmittal with unique/numeric identification, keeping and maintaining all records. For all outgoing documents, record transmittal notice information in the relevant document register. 
Issue/distribute the new documents and drawings to respective department with transmittal and obtain acknowledgement and maintain transmittals. 
Identify the respective internal and external recipients for all incoming documentation, make clear and legible copies and issue as required with the requisite transmittal notice. 
Maintain filing systems for the identification, traceability and retrieval of documents. Continually maintain, update and issue the drawing/document control register to all the departments as specified in the document control procedure. 
Make void the old revision document/drawing and maintain these document/drawings for reference purpose. 
Maintain at all times a whole and complete control copy of project documents including drawings and details, and all other fundamental project documentation. 
Receiving documents and drawings from Contractor’s DCG and checking correct revisions as per incoming transmittals. 
Uploading documents in VBC & Aconex (EDMS) and preparing and distribute transmittals to all departments heads as per Distribution Matrix. 

Maintaining and distribution of all drawings and quality related documents as per the requirements of ISO 9002 through transmittal, keeping and maintaining all records. 
Distribute Controlled Copy of AFC documents and drawings to respective as per distribution Matrix with transmittal and obtain acknowledgement and maintain transmittals. 
Preparation of final documentation as per contact and client requirements. 
· Duties and Responsibilities (Certification):- 
Follow up progress of work and force construction to achieve the target within the scheduled period. 
Data Population in EDMS (Atlas) and responsible for all Database Admin jobs such as generation of crystal reporting, modification of reports, run the server, etc… 
Design Tag for items with necessary details and forecast required inspection form. 
Record, track and monitor all discipline MC check sheets/Inspection Checklist using EDMS (Atlas). 
Coordinate with QC/Construction to complete outstanding work and inspection. 
Invite all parties for joint walkdown inspection when all the QC Inspection is completed. 
Record, track and monitor all punch list items in EDMS (Atlas) / Excel. Act as Punch list Coordinator to expedite the closeout of Punch items. Ensure all required information is updated in EDMS (Atlas). 
Establish filing system in easy retrievable manner for final Handing Hover. Prepare and report work progress to management. 
Attend Weekly Projects meeting. 
Preparing MCD, QCD, LTD, HYD, TID, COD Dossiers in accordance with procedures and submitting to Client for Approval. 
Collect all required documents for submission of Mechanical Completion Dossiers such as System Limit Drawing, SAT report, General Arrangement Drawing, Inspection Report etc… 
Follow up, Maintain and update status of MC package and commissioning system (PCS). 
Demonstrate EDMS and give proper guideline to the staffs. 
· Duties and Responsibilities (Admin Assistant,Dataentry Operator, Clerk):- 
Assisting the administrators for various personnel and administration activities. Time sheet Data Entry, preparation of Project Manpower reports on daily basis. Distribution of reports to Section heads in the prescribed forms as per 
their requirements. 
Co-ordination with time keepers and data entry operator for updating manpower reports. 
Co-ordination with Accounts Department for Payroll finalization and salary payment, Leave payments & Final settlement payments. 
Co-ordination with Mob and De-mob activities. (New arrivals, transfer and release of employees). 
Arranging Employees Visa Cancelation and Deportation process as per the company procedure. 


Preparation of Reports for Cost Department as per their requirement. 
Responsible to keep all Passports in the Project safe custody and follow up IN/OUT Passports, renewal etc. 
Arranging Medical Cards, Medical documents/Memos for the new arrivals/Renewals and follow up. 
Maintain records of all employees’ Resident Permits, Work Permits expiry. Insurance card expiry and renewal of the same on time. 
Coordinating with Area Personnel Office and Are Administration Office for all the requirements/Documents for the project. 
Collected mails from Area Administration Office and Area Personnel Office and forwarded them to the concerned person/department in the project office. 
Monitoring stationary levels and ordering office supplies. Handling sensitive information in a confidential manner. 

WORK EXPERIENCE IN INDIA:
Worked with Systems Communications Thrissur, Kerala as Computer Operator. 
Worked for Madeira Establishment, Palghat, Kerala as Administration Assistant-cum- Marketing-Officer. 
Worked with Manappuram General Finance and Leasing Ltd, an ISO Certified (NBFC) Company registered under Reserve Bank of India having 2300 Branches all over India, as Asset Manager (Asset Management Department) at their Administrative Office Thrissur, Kerala State India. 
Responsibilities: Processing Vehicle loan and Gold Loan, Share Trading, Forex matters, Chits etc... 

COMPUTER SKILL SUMMARY:
VBC (Visual Byblos Cyberspace). Talisman (Time Sheet System). 
GFTS Dashboard (Government formalities tracking system). 
Application Programs: MS Office (Word, Excel, Adobe Acrobat Professional and Adobe Acrobat Portable, Photoshop & PowerPoint, Out Look ,Internet and emails). 
Aconex (Document Management Software) 

STRENGTHS:
Always ready to learn and improve my knowledge of working. Strong Communication and interpersonal skills. 
Can adapt quickly to changing job environments and requirements. Able to work under pressure. 
Firmly believes that learning is a never-ending process. 
Manage time well and can concentrate on multiple projects at once. 
Understand many different points of view and have excellent problem solving skills. 
Follow directions and stick with tasks until they are finished. Manage time effectively to meet deadlines. 


PERSONAL PROFILE:
	Date of Birth
	:
	01-03-1978

	Gender
	:
	Male

	Marital Status
	:
	Married

	Nationality
	:
	Indian

	Religion
	:
	Hindu

	Language Known
	:
	English, Hindi, Tamil & Malayalam

	Visa Status
	:
	Employment


