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Objective :

Seeking a challenging career with a reputed firm and work to develop yet another interesting coordination job like the ones I have worked earlier in my career. Eg Office Manager, Quality Mangament Systems / SAP-Auditing Management System (Integrated Management Systems) / ISO Auditor / Implementation and Maintenance, EDMS Documentation Control / QA Coordinator / Executive Assistant
	PROFILE


· A university graduate with over 14 years experience at UAE’s flagship Company DUBAL  in Audit Management coordination, as a SAP-Audit Management Super User in compliance with ISO Standards and Document Control.
A total of 11 years in the Indian Air Force in the Radar Technical and Operations field apart from few other Office Administration jobs.

· Detail oriented
· Ability to operate within a multi-tasking dynamic team environment.
· Knowledge of Accounts receivable, office administration and procedures.
· Ability to effectively present information and communicate at all levels.
· Ability to work to tight deadlines.
· While my focus has been a responsible Maager in Audit Systems I also have a passion in amateur music. Have played the guitar, the bongos and mouth-organ for a band at charity events.

	CAREER SUMMARY


2007 (Sep) – till date 
Dubai Aluminium, “DUBAL”, Dubai, U.A.E. 

Position
SAP-Audit Managment Module Super User.

· Quality Assurance Department – Audit Management Systems Compliance with ISO 9001:2008, ISO/TS16949, ISO 14001, OHSAS 18001, ISO 29990, ISO 22301.
Responsibilities 

-     Organized Accreditation and Certification Body Surveillance visits
·  Presented the Yearly Audit Plan

·  Manage the schedule of more than 100 Auditors

·  Organise Internal Audits plant-wide

·  Present Scope for Internal Audits
· Conduct Pre-Audit Briefings 
·  Schedule Internal Audits and Supplier Audits
·  Present the Corrective Action Analysis – Repeatibility Index

·  Worked on SAP Warehouse, Purchase Requests & Service Entry Sheets
Accomplishments

-     More than 120 hours of Internal and Supplier Audits (QEHS) 
· Conduct SAP Audit Module Group Training Sessions and  Individuals Training Sessions 

· Identified a need and created the Auditor Nomination System in Excel

· Created and managed the Auditor Recognition points calculation System in Excel

· Managed approximately 100 Internal Audits in 50+ Areas plant wide each year.

· Adhered to ISO Standard requirements resulting in retaining various Certifications for the Company.

· Zero major findings during 3rd Party Assessments

· Scheduled and managed competent Team Leader and Auditors in the Internal Auditing Team resulting in efficient and time and cost savings across the whole process

· Highly competent in the use of the SAP-Audit Management Module and selected to train Auditors on the system

· Recognized every year for meeting targets

· Recipient of Exceeding Expectations “Very Good” in the Year End Appraisal System

· Managed Purchasing Requests, Service Entry Sheets in SAP modules without any formal training.
2001 (Jun) – 2007(Aug)
Dubai Aluminium “DUBAL”, Dubai, U.A.E. 

Position
Quality Assurance Department - Document Controller – In compliance with QEHS standards. 

Responsibilities 

Control of Documents of the entire plant.  Controlling almost 10,000 

procedures of 35 various departments. Formating the procedures, Distributing them to relevant departments, follow-up of updation, uploading them in the on-line version, continuously monitoring and incorporating HR changes, preparing monthly report.

1999 – 2001 (Apr)
Eagle Holidays – Al Tayyar Travel Co. Ltd., Riyadh, KSA  

Position 


Executive Secretary to The Group. VP & Area Director cum 

Administration. 

1996 – 1999


Ramamurthy Hombali & Associates – Architects and 

Consulting Engineers – Bangalore, India  

Position 


Administration Officer. 

1992 – 1995


Pioneer House for Publishing and Distribution – Riyadh, KSA
Position 


Executive Secretary. 

1981 – 1992


The Indian Air Force 
Position 


Ground Crew – Radar Technician cum Air Defence Operations. 

Responsibilities 

Trainied in Air Defence Systems, Technical & Administrative 

Personnel and to handle weapons – Worked at Major Indian 

RADAR Units.
	QUALIFICATION


1984 – 1987

GRADUATION 
School / University
Osmania University, Secunderabad, India

Subjects

English, Hindi, Political Science, Public Administration & Sociology
1981 – 1992

RADAR OPERATIONS / RADAR TECHNICIAN COURSES.
School / University
Indian Air Force 
Subjects

Air Defence System Operations / Radar Systems
1993 – 1993

Office & Administration Mgmt.
School / University
Cambridge Tutorials, U.K. 
Subjects

Office Administration & Management Course – Including Accounting Procedure

	CERTIFICATION


2013


ISO 29990:2010
School / University
BSI

Subjects

Basic Learning Awareness Course
2013


Basic Lab Safety Level 1
School / University
Quality In Healthcare

Subjects

Basic Lab Safety Level 1
2013


ISO 22301:2012 
School / University
BSI

Subjects

Business Continuity Management Sys, Implementation Course
2012


ISO 19011: 2011 
School / University
BSI

Subjects

Auditing Technique

2012


ILM – Institute of Leadership Management
School / University
ILM UK

Subjects

Level 3 – Leadership Management 

2011


IMS (QEHS) – LEAD AUDITOR TRAINING COURSE
School / University
LRQA, DUBAI

Subjects

QEHS – 5 Days LEAD AUDITOR COURSE

2011


STT Trainer – 
School / University
KAPLAN Learning Technology

Subjects

Basic Authoring Proficient A
2008


ISO/TS 16949 – INTERNAL AUDIT TRAINING COURSE
School / University
LRQA, DUBAI

Subjects

TECHNICAL SPECIFICATIONS – INTERNAL AUDIT

2005 


ISO 9001: 2000 – QMS INTERNAL AUDIT
School / University
BSI, DUBAI

Subjects

QUALITY MANAGEMENT SYSTEM – INTERNAL AUDIT

	PERSONAL DETAILS


	Place of Birth
	Bangalore, India

	
	

	Nationality / Visa Status 
	Indian / Employment Visa

	
	

	Marital status 
	Married 

	
	

	Languages known
	English, Hindi, Arabic & South Indian Languages (Speak & understand fairly)
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