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CAREER OBJECTIVE

To be a part of professionally managed organization that provides challenging opportunities to utilize my potential and experience, contributing to the business requirements and for my career growth.

PERSONAL SKILLS

· Secretarial Supports / Technical Administration Supports for operation and maintenance of all services like, AutomobileWorkshops, Construction related Heavy Equipment / Earth Moving Equipment Workshop, 

· Provide Engineering Assistance and support services to Spare parts division in procurement and maintenance of stock position. Update schedules, monitor progress and follow-up the quality of works Requirements.
· Responsible for implementation of works like, handling petty cashes, technical budget preparation, cost monitoring and controlling, purchasing of all official stationeries and all  related arrangements where required.

· Coordinate actions with the various teams of the company in Maintenance, Technical and Administration Division of Construction based Plant equipment Operation and Maintenance.
· Self-commitment and ability to meet with deadlines.

TECHNICAL EXPERTISE
Acquired versatile 10 years of experience as a TECHNICAL CLERK / SECRETARIAL EXPERIENCE with highly reputed organizations ABROAD and in INDIA as detailed below:
1. Presently, since 2012, workingas a CONTENT DEVELOPER / PLAYBACK TECHNICIANfor ASIANET SATELLITE COMMUNICATIONS PVT Ltd., a premier Indian Visual Media in Trivandrum, Kerala State, India.
2. Worked as a TECHNICAL CLERK from 2009 to 2011 (2 years) for M/s. New International Technology Company (N.I.T.C.O) in the MAINTENANCE AND AUTOMOBILE DIVISON under the contract for construction of Waste Treatment and Sewage Treatment Plants for  Qatar Petroleum in the STATE OF QATAR
3. Worked as a TECHNICAL CLERK inthe Spare Parts Division of SUMI AUTOMOBILES, KERALA, INDIA, for 2 years, from 2007 to 2009.
4. Worked as a TECHNICAL CLERK in the automobile service division of AVANISH INDIA PVT. Ltd. for 2 years from 2004 to 2006.
5. Worked with South Indian Malayalam Daily Newspaper “Veekshanam”, TIMES OF INDIA (ENGLISH DAILY NEWSPAPER as a DTP Operator for 2 years from 2001 to 2003.
COMPUTER EXPERTISE

Very good / workingknowledge in Computer Software’s such as: - 
1. MS-OFFICE such as MS-WORD, MS-EXCEL
2. ADOBE PAGEMAKER

3. Data Preparation & Computer Management (ShramikVidyapeeth, Govt. of India.), AUTOCAD.
4. ADOBE PHOTOSHOP, ADOBE ILLUSTRATOR
5. COREL DRAW
COMPANIES INVOLVEMENT

This Company is involved with so many technical aspects such as: -

· Automobile Division,

· Heavy Equipment Machineries and Earth Moving Equipment.

· Erection of Plants,

· Operation and Maintenance of Plants.
· Mechanical Construction,

· Fabrication, Installation of Piping and Heavy Duty Plate Bending Machine,

· Erection of Equipment and Vessels,

· Structural Steel works for light industry and Heavy Mechanical Works

· (Refineries, Petrochemical Plants, Gas Oil Separation Plants,
· Pipelines for Water, Gas and Oil.
· Heavy Diesel Generators.
OTHER SKILLS AND RELEVANT INFORMATION

· Very good knowledge in ENGLISH, HINDI (To Read, Write, Typing).

· Holding excellent / top most high speed in keyboard.

· Excellent knowledge in Administration / Secretarial Fields.

· Self-motivated with good interpersonal skills.

· Enjoys working in a dynamic and professional environment.

· Possess good communication skills with customers and colleagues.
· Pro-activeness and sincerity in the undertaking responsibilities.

· Adaptable for multi task in a competitive work culture.

· Punctuality and devotion to the timely completion of assignments.

· Follows high standards of work ethics Maintains professionalism at work

ADDITIONAL HSE TRAINING DETAILS

· Completed in-house HSE (HEALTH, SAFETY and ENVIRONMENT) training as part ofINTEGRATED INDUSTRIAL HSE SYSTEM, at CHIYODA TECHNIP JOINT VENTURE (CTJV), STATE OF QATAR in the following areas.

i. FALL PROTECTION 

ii. H2S, CONFINED SPACE and RESTRICTED AREA ENTRY,

iii. BASIC ORIENTATION, INCIDENT INJURY FREE
EDUCATIONAL QUALIFICATION


.
· Diploma in Mechanical Engineering ISSUED BY Industrial Training Institute (ITI) affiliated to the department of Technical Education, Government of Kerala, India.
· Data Preparation and Computer Management (ShramikVidyapeeth, Govt. Of India)
· Computer Designing Software’s and Publishing Software’s Like MS-Office & Adobe PageMaker.
PERSONAL DETAILS
Nationality
:
INDIAN

Date of Birth 
:
30th APRIL 1979
Marital Status
:
MARRIED

Languages Known
:
ENGLISH, HINDI, TAMIL& MALAYALAM.

DECLARATION

I hereby declare that all the above mentioned details and statements furnished above are true to the best of my knowledge and belief.
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