7.8+Years Experienced in Administration & Project Manpower Co-ordinator
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Synopsis:

To be a part of dedicated work force of an organization and achieve the target laid down by the company, using the best of my knowledge, available resources and hard work & want to explore and provide productive work to the corporate world with my optimum knowledge and managerial skills.


Admin & Project Manpower Co-ordinator from 01-10-2014 to till date with Engineering Abu Dhabi 
Key Results Area:

· Possess 7.8 years of overall experience in Project Administration & Logistics In charge for (Manpower, Equipment & Material) in Oil & Gas Sector.

· An effective communicator with excellent team leadership & relationship management skills and strong analytical, problem solving abilities.

Company Profile:

ESP (ASIA) PVT. LTD. is a joint venture company established between GOPEC INTERNATION and ESP GROUP to explore the potential in Indian and surrounding market using vast experience of Gopec and Specialized skills of ESP. ESP Group of companies, professionally managed by the best talents from across the world is spread out in India, Middle East and
Far East. The Regional Offices and training centre for specialized skills are located in Malaysia and India. Presently ESP Group has operations in India, UAE, Thailand, Brunei, Malaysia, Singapore and Australia.
Current   Job Responsibilities:
· Complete HR processing activities for Visa Processing docs’ preparation & follow up with concern agencies for immigration & mobilization on time.
· Coordination of Material & Machinery requirement from all sites.

· Managing Inventory Level for Central Warehouse as well as catering to all site material & machinery requirements.

· Complete site mobilization which includes tools & tackles, Containers (Staff & Stores), Equipments & Machineries, Transportation arrangement, bio-metric system, arrangement of food and accommodation for staff & workmen.

· Avoid overstocking by working with product manager and warehouse Chief on slow moving inventory.

· Assist in the sourcing locally and overseas for new goods not supplied by regular principals/suppliers.

· Ensure seamless integration with logistics/warehouse and customer service.

· Cost the goods purchased by incorporating freight and ensure that all costs incurred in operating dept are kept within control.

· Review stock purchase by monitoring market conditions, current stock levels, lead time required for manufacturing, potential price increase, anticipation of new orders from customers, suppliers conditions

· Ensure all purchase Orders are approved within mandated guidelines.

· Review regular processes to streamline, improve throughput and reduce rework.

· Efficient to Work in (SAP B1 – 8.8) & ORION
Planning Officer (Plant & Machinery) from 08-02-2011 to 31-07-2014 with INTEGRAL SERVICES CO.WLL (ISCO) KUWAIT
Company Profile: - INTEGRAL SERVICES CO. W.L.L. is a well known EPC company of KUWAIT.   It has got different divisions as Maintenance, E&C, QA/QC, Heavy Engineering, ISCO-3B etc. All are involved in the fabrication and erection activities of refinery and other chemical equipments including piping.
Responsibilities: -

· To ensuring and maintaining high equipment availability, reliability and utilization

· Planning and control of spares inventory forecast

· Planning and preventive action to avoid sudden breakdown of machinery as per Manual (Like Cranes, Heavy & Minor Vehicles, Diesel Welding Machine, Air Diesel Compressor  & Diesel Generator...)

· Allocation & deployment as per control budget and monitoring of equipment/operators/technicians at project sites

· Updating daily WPR, RTA details, safety inspection details, breakdown details of equipment / vehicle with consultation with site P&M in charge.

· Ensuring availability and up-keeping technical documents like manuals, part catalogue drawings etc.

· Analyzing Equipment wise operating cost monthly like fuel and consumables

· Timely updating of P&M schedule receives from various divisions for mobilization and demobilization of assets in projects.

· Mobilization & Demobilization of manpower for project as per the requirement.

· Preparation of various MIS reports covering area of equipment performance, plant cost, repair history, equipment history card and other statuary requirements

· Responsible for generation of correct monthly performance report and IHC report.

· Monitoring attendance & gate pass record for manpower & equipment co-coordinating with TPI agencies for calibration & load test.

Sr.Executive Inventory Management & Site Mobilization from May 2008 to Feb 2011 with M/s ESP ASIA PVT LTD (Navi Mumbai) India.

Educational Qualification
	Degree
	College
	Year
	Percentage

	BBA ( Bachelor of Business Administration)

	University of Madras
	2004

	59 %




Interpersonal skills:

· Highly motivated Person having Leadership and management qualities.

· Can work effectively in team, as well as individually, ability to handle pressure.

· Punctual and Disciplined.

Personal Profile:

Date of Birth
                :    12th Oct 1980
Status                                          :    Married

Languages Known
                :    Hindi, English

Reference                                   :    Will be provided upon request
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