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Resume

OBJECTIVE
Seeking a position as Asst. Estimating/ Administration/ Document Controller with a reputed organization where my education and experience will have valuable application for mutual growth & benefit.
PROFILE
· 8+ Years of Overall experience as Asst. Estimating/ Administration/ Document Controller in UAE

· Highly proficient in Ms-Office and the following applications
Tejari

- Communication Software (For Tendering)

Aconex

- Document Control Software System (Project Correspondences & Submissions)
TAMS

- Time and Management System 
EZOFIS

- Scanning, Archiving & Retrieving
· Possess excellent organizational, communication and computer skills

· Demonstrated ability to effective plan, coordinate and meet deadlines for projects.

· Possess a well presented, enthusiastic & dynamic personality

· Quick learner & can work under pressure effectively

· Have analytical, interpersonal and communication skills

· Highly capable of successfully contributing to any work environment in the organization

· Work well independently as well as motivating team member

· The ability to meet any tough situation under any circumstances with effective time management 

PROFESSIONAL EXPERIENCE
Job Experience in U.A.E - Khansaheb Civil Engineering LLC (7th Mar 2007 – Present)

· Asst. Estimating, 
Khansaheb Civil Engineering LLC
1st February 2012 to till date

· Project Secretary,
Khansaheb Civil Engineering LLC
November 2007 to July 2011

· Document Controller,      
Khansaheb Civil Engineering LLC March 2007 to October 2007

Job Experience in india – Steel land, Wadakkanchery, Kerala (Jan 2006 to Feb 2007)

· Office Manager,
Steel Land, Wadakkanchery, Thrissur Dt. (Jan 2006 to Feb 2007)

Job Profile as Asst. Estimating (Feb 2012 to till Date)
· Tender Submissions & Correspondences: Online Tender Submissions through online web software such as Tejari to the main clients (DP World, Ministry of Public Works…etc.). 

· Enquiries/ Memos/ Letters: Sending enquiries to Specialist Subcontractors and Suppliers as per Sr. Estimators Instruction. Draft and Issue Internal Memos as per instruction from Estimating Manager, Drafting letters to Consultants and Clients

· Quotations: Chase the quotations from Subcontractors and Suppliers to enable price the tender within period.
· Submission: Prepare Submissions (Company Presentation Cover, documents along with the index sheets as per the Client’s requirements. Highlighted Submission experiences are Roads and Transport Authority, Ministry of Public Works, Dubai Municipality, Engineer’s Office, DP World, Jebel Ali Free Zone Authority (JAFZA), Dubai Police, H.H. Ruler’s Court etc.,..

· Prepare Excel Files to upload in CCS
· Prepare Soft copies of BOQ in excel if Clients not provided the soft copy 

· Tender Collection/ Deliver; Arrange vehicle to collect and deliver tenders 

· Checking the Documents: Check all the collected documents in proper
· Document Control: Controlling document in compliance with ISO 9001 -2000 procedures, Maintaining Incoming & Outgoing Log, Maintaining Filing system, Maintaining archive files and Tracking, Keep Subcontractors Data Base and update

· Department Staff Attendance Report updating (TAMS)

· Maintaining Petty Cash for Tenders Collection fees

· Maintaining stationary items: Ordering and issuing stationary items as per the requirement.

Job Profile as Secretary to Workmen’s Relations Manager (August 2011 to October 2011) (Leave Replacement)
HR Administration Works, Review personnel evaluation Forms put remarks to Sr. Managers, Take care of Recruitments, Arrange Interviews, Shortlist Candidates and Track Post, In charge for personnel Employee Files, Coordinating with accounts department for salaries, Document Control, Trainings, Coordinate with Camp boss, Maintaining Termination Records, Leave Counseling, Leave Applications, Allocate accommodation for new employees, 
Job Profile as Secretary/ Document Controller (March 2007 to July 2011)
Draft Letters, Incoming outgoing Tracking Log, and Submission Tracking Log for submissions (RFI, TS, MS, IR, MIR, Etc...), distribute all the documents as per Project Managers comments, Receive documents from Subcontractors and arrange for submission, maintaining stationary items, Prepare Weekly and monthly reports, Telephone attending and keep good communication with Clients and Contractors.
Project Details (Worked as a secretary/ Document Controller-March 2007 to July 2011)
· Job Nature
: Project Secretary

Project 

: Extension of Za’abeel Kitchen 

       
 (Jul 2010 – Jul 2011)

Client

; Engineer’s Office

Location 
; Za’abeel, Dubai

Project Duration
: July 2010 to March 2011

Project Value
: 13 Million (AED)

· Job Nature
: Project Secretary

Project Name
: IBIS Hotel & Offices  


     
(Aug 2008 – Feb 2010)

Location 
; Rigga Road, Deira, Dubai

Story 

: 3B+1G+1M+9 Floors

Project Duration
: August 2008 to February 2010

Project Cost
: 230 Million (AED)

· Job Nature
: Project Secretary

Project Details
: Luxury Villa  




   (Jan 2008 to Jul 2008)

Location 
; Al Ain

Project Duration
: 1 Year

Project Cost
: 43 Million (AED)

· Job Nature 
: Project Consultant (DAR) Secretary 

(Nov 2007 to Dec 2007)

Project Details
: Logo Island  

Location 
; Palm Jumeirah, Dubai

Project Duration
: October 2007 to March 2009

Project Cost
: 130 Million (AED)

· Job Nature 
: Document Controller 

               
(March 2007 to Oct 2007)

Project Details
: MAF Tower 2 Office & Commercial Building  

Story

: 3G+1GF+1M+9 Floors

Location 
: Port Saeed, Near Deira City Centre

Project Duration
: February 2007 to June 2008

Project Cost
: 112 Million (AED)
Job Profile as Office Manager in India (Jan 2006 to March 2007)
Attending Phone calls, Computer billing and tax billing, Coordinate with drivers for location and check the materials in Weigh Bridge, Arrange racks and locations for materials, Coordinate with Employees, Sales, Deposit cash to bank, and Check the daily sales status.

EDUCATIONAL QUALIFICATION
· Bachelor of Business Administration  – Sikkim Manipal University, (Ongoing)
· Pre- Degree


  - Calicut University Kerala, Kerala
· S.S.L.C. 



  - G.H.S.S Higher secondary School, Cheruthuruthy, Kerala
ADDITIONAL QUALIFICATION
· Smart Accountant
- Tally, Peach tree

· PGDCA

- Programming in Computer Application, C+, C++

· DCA 

- Diploma in Computer Application 

COMPUTER SKILL
· Tejari

- Communication Software (For Tendering)

· Aconex

- Document Control Software System

· TAMS

- Time and Management System

· EZOFIS

- Scanning, Archiving & Retreiving
· Proficient in MS Windows & MS Office
· Internet operation (Internet surfing & browsing)
EXTRA CURRICULAR ACTIVITIES
· NCC 

- National Cadet Corps (C Certificate)

PERSONAL / CONTACT DETAILS
Date of Birth

:
28th May 1984
Sex


:
Male
Marital Status
 : 
Married
Nationality
 
:
Indian

Languages Known
:
English, Hindi, Malayalam and Tamil
