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Work Experience

1 Trafalgar Technical Services Limited, Dubai - Consulting QS
Post Handled: Administration / Document Controller
Job Profile:  
· Assisted in Dubai Airport Expansion Project – Phase II

Job Profile:
· Receives and distributes project documents, correspondence, drawings etc based on the Team Leaders Action plan and to the appropriate QS departments and personnel as required.
· Registering logs on all technical and non technical documents to provide status update on demand.
· Maintains and controls office and on site project documents and drawings

· Maintain the metadata of project documents accurately and constantly such as number, title, revision, status etc. in accordance with document management system processes and procedures.

· Maintains and controls filing system for Incoming Contract Documents, Outgoing Correspondence, Internal Memos, Transmittals, Drawings, softcopies etc. 

· Ensures that QS Team, Contractors/Engineers comply with the document management system process and procedures for various submissions.

· Expedites and tracks the status of all documents reviewed internally by the project.

· Works closely and coordinate with Client/Engineer and Contractors document control group in all matters relating to document control. 

· Providing general assistance to the Team Leader in the preparation of various reports like Project Status, Financial Reports, Claims Status, Variation Status etc and to the members of the QS Dept.

· Archiving documents into the library and back up sets of documents/ drawings, etc as requested.

· Compiling monthly valuations and Tender documents.
· Tracking Time sheet of all site staff and updating Sage Time Slip software.
    Work Period: Since 2008 till date
2 Sun Fibre Optics- NeST Group
\Post Handled: Data Entry Operator
Work Period: 2005 to 2006
3 Luciya Food Court - Cochin
Job Profile: Cashier.



Work Period: 2006 to 2008

Educational Attainment

1. Degree


-
Bachelor of Computer Science                            

          
Year


-
2001 – 2005 
College

-
Applied Science - MG University, Kerala, India

2. Higher Secondary
- 
+2 in Science
Year


-
1999 - 2001 

         
College
          
-           A M M H S School, Edayaranmula, Kerala, India

Additional Achievement


UAE Driving License -
Light Vehicle
License No:

-
1592100
Computer Skills

1  MS Office – Excel, Word and PowerPoint, Outlook/ Adobe.
2 Knowledge in C, C++, Visual Basic 6.0., COBOL.
Interest

Photography, Listening Music, Internet Browsing etc. 

Personal Details
NATIONALITY
:
 Indian
DATE OF BIRTH
:  
 02-01-1983
MARITAL STATUS
: 
 Married
LANGUAGES
: 
 English, Hindi & Malayalam
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