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Professional Summary
· +9 years experience in total of various functional areas such as Secretarial, Office Documentation, Site Co-ordination, Accounting & Auditing.
· Document Management 

 
IMS Policy

· Secretarial Task



ISO standard



· Office IT skills




Accounting


· Data Entry




Internal Auditing

· Archiving files




Stock Auditing
· ERP Software




Banking

Skills

· Maintain a high level of confidentiality.
· Manage an office, supervise and train other office personnel.
· Communicate clearly and concisely in both written and oral form.
· Perform clerical and administrative tasks quickly and accurately.
· Work independently and organize complex clerical tasks.
· Ability to be flexible and adaptable in a variety of situations.
· Excellent copy editing and proof reading skills.
· Maintain efficient office procedures and a system for keeping track of requested actions    
and reports

· Type from rough draft and keyboard at an efficient rate of speed

· Meet strict timelines and perform multiple tasks

· Work harmoniously with individuals and groups of employees

· Maintain financial records and make basic math computations quickly and accurately

· Skill and knowledge in the operation, use and care of office equipment

· Knowledge of business English, spelling, punctuation and grammar

· Knowledge and proficiency in the use of technology (i.e. computers, word processing, 
database.
· Accomplish work responsibilities with minimum supervision.
· Knowledge and ability of record keeping methods, keyboarding and preparation of 
correspondence.
· Knowledge of alphanumeric filing systems.
Work History

1. Secretary cum Document Controller – M/s Akar Technical Services Co. LLC, Dubai, UAE – From February 2013 to April 2016. 
Duties & Responsibilities

· Answers telephone, takes messages and answers inquiries within assigned scope of responsibility.
· Schedules appointments, maintains calendar, allocates Director’s/GM’s time.
· Provides Administrative & HRD supports to the project team.

· Transcribes dictation.
· Composes business correspondence, presentation & minutes of meeting,  
· Proof reads and edits.
· Maintains daily/monthly attendance reports of the staff’s as well as technicians, trip records and logs.
· Maintains and processes project forms.
· Performs experience level secretarial tasks in a confidential nature including producing letters, daily/weekly/monthly reports, minutes of meeting, etc. via the computer; makes photocopies, files, distributes mail, etc.
· Ensure the correct stamping all documents or drawings in accordance with the prevailing document control procedures.
· Perform quality control checks (ISO) to ensure company generated documents comply with contractor/consultant/client document management system.
· Distribute documentation to the project team in a timely and accurate manner.
· Scan and store the approved shop drawings in the database so that the project team can access.
· Ensure that the latest revision of all documents produced for the project are recorded and distributed to all concerned parties.
· Manages all project documentation (includes contract documents, engineering/technical drawing, TQ, SOR, RFI, correspondence,) generated by company and by client/consultant/main contractor.
· Expedite and track status of all documents reviewed internally by the Project.
· Maintain document logs of all receipts and issues or submissions of documents like correspondence (incoming & outgoing), material approval submittals, shop drawing, RFI (incoming & outgoing), work inspection request & material inspection request.
· Recording all incoming and outgoing transmittals and file in accordance with the company Filing System.
· Prepares material requisition in ERP system for material procurement.
· Assists with the preparation, calculation, and execution of the budget & monthly invoicing.
· Handling project’s petty cash.

· Performs all other day to day work assigned by immediate supervisor.
Projects Handled
a. Meydan Heights Villas Phase - B (only MEP) (Contractor – M/s Guangsha Middle East & M/s Sobha Engineering and Contracting LLC, Consultant – AK design, Client – Meydan Group LLC) from 25–02-2013 to 31-12-2014. 

b. Residential Plots Phase – II, 3 buildings at Al Quoz - 4 (only MEP) (Contractor - M/s Shapoorji Palloniji Mideast LLC, Consultant – Arif & Bintoak, Client – Meraas Holding) from January 2015 to April 2016. 


2. Secretary cum Document Controller – Consolidated Contractors International Company S.A.L, Abu Dhabi , UAE – From July 2006 to February 2010.
Duties & Responsibilities
· Safe custody of hydro testing packs which prepares and send from Engineering department to Test packs center.

· Distribution of Hydro testing packs through transmittal to different departments like Construction/QC/Contractor/Client for punching the pipe line and Release for hydro Testing.

· If Punch ‘A’ items, again Re-distribution of test packs to the concerned department for verification and clearance of ‘A’ items in the punch list before going for Hydro testing.

· Once punch ‘A’ items are cleared from construction, we sends it to Test Plan Inspector for the approval and release test pack for Hydro testing.

· Raising Request for Information (RFI) and work permit for conducting Hydro Test.

· Coordinating with hydro testing QC from both client and contractor, site 
Engineers, supervisors, foremen and charge hands for conducting hydro testing at site.

· Updates activities and generates reports in ERP system (Talisman). 

· Safe custody of all project documents like as built drawings, pressure test report, chart, punch list, re-instatement reports etc., till hand over to Certification.

· Performs all other day to day work assigned by immediate supervisor.
Projects Handled
a. 3rd RNGL (Ruwais Natural Gas Liquid Extraction) project – Ruwais, Abu Dhabi (Main Contractor – Saipem – Italy, consultant - Bureau Veritas, Client- Gasco) – From 18-07-2006 to 21-05-2009.

b. EU2 (Ethane cracker) Project- Ruwais, Abu Dhabi (Contractor – CCIC & Linde, Client- Abu Dhabi polymers company Limited (Borouge)) from 21-05- 2009 to 10-02-2010.
3. Accounts & Audit Assistant – B. Prasanth Hegde & Co. (Chartered Accountants) Bengaluru, Karnataka - From September 2005 to June 2006.
Duties & Responsibilities

· Performs Statutory and Annual Auditing of Companies, Firms, Partnership Firms, Small Scale Industries, Travel Agencies, Banks, and Business Process Outsourcing.
· Handles Bank Account, Salary, Bonus, Dearness Allowance, Provident Fund,  Profit and Loss Account, Balance Sheet, Sales, Purchase, and  Inventory etc.
· Performs Sales & Income Tax preparation and Tax Filing.
· Prepares Final Statutory and Annual Audit Report for the Clients.
· Prepares Bank Reconciliation Statement of the Company for the financial years.
· Performs stock Auditing, reporting of finished and damaged goods to the Clients.
4. Accounts Clerk – Kerala Head Load Workers Welfare Board, Kottayam, Kerala – From January 2004 to August 2005.
Duties & Responsibilities

· Prepares wage sheet for the board members.

· Collection of welfare fund from registered shop owners.

· Handles Bank Account, Salary, Bonus, Dearness Allowance, Provident Fund and Inventory etc.
· Prepares Bank Reconciliation Statement of the welfare board for the financial years.
5.  Finance Trainee – M/s M.V.J Spices (India) PVT. LTD. Kochi, Kerala – From June 2003 to December 2003.
Duties & Responsibilities
· As a Finance Trainee, handles Bank & Cash Accounts, Petty Cash, Salary, Bonus, Profit and Loss Account, Balance Sheet, Sales, Purchase, and Inventory etc.
· As an Internal Auditor, performs Payroll auditing.
· As an Internal Auditor, performed stock Auditing in production factories and submit monthly reports to Superior.
Technical Skills

· Proficient in MS office – MS word, MS Excel, MS Power Point.
· Typewriting – Speed 40 words per minute.
· Proficient in ERP software.

· Certified accounting software Tally.

· Proficient in Windows applications.
Education
· Master of Business Administration specialized in Marketing & Human Resources Management from Bangalore University, Karnataka, India – Year 2012
· Bachelor of Commerce from M.G University, Kerala, India – Year 2003 

· Pre - Degree from M.G University, Kerala, India – Year 2000
· Secondary School Leaving Certificate from Kerala – Year 1998
Additional Qualification
· Diploma in Computer Application from DOEACC Society, Affiliated with Department of Information and Technology, Ministry of communications, Govt. of India.

· Diploma in Office Automation Course(fundamentals of computers, MS DOS, MS windows, MS Word, MS Excel, MS Power Point & Internet), Micro compu-data systems institute, Kochi, Kerala 

· Diploma in Financial Accounting using Tally 8.1 from Center for Applied Research in Electronics.  
Language Known


English  
: Speak, Read & Write

Hindi 
: Speak, Read & Write

Malayalam 
: Speak, Read & Write

Tamil 
: Speak

Kannada  
: Speak
Personal Information

        Marital Status
: Married

Nationality
: Indian

Date of Birth
: 09-09-1982

Place of Birth
: Pala

Declaration
I wish to mention that +9 years of experience has been given me greater efficiency in similar capacity. I therefore, assure you my abilities to discharge all my duties to the entire satisfaction of my superiors.

Thanking you,
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