Sreekant 
Objective:

To be associated with a progressive organization where my experience skills can be utilized for the betterment of the organization and to be part of a team that is positively motivated which can safeguard and enhance my personal as well as professional credentials.
Total Experience
Total 12 years’ Experience in Abu Dhabi – UAE.

Work Experience

Working as Document Controller in CH2M Energy Canada 2009 till date.
Construction of Al Dabbiya Phase III Marine Infrastructure works Supervision Works – 

(Client - ADCO) – December 2014 To March 2016
Duties & Responsibilities:
· Registering all incoming and outgoing Work Inspection Request (WIR) daily basis.
· Scanning, Emailing & hyperlink for all out going comments.

· Registering Site Observation & HSE observation on daily basis.
· Maintaining LOA register as per client requirement.

· Maintaining all incoming & outgoing correspondence logs.

· Preparing ADCO weekly movement plan as per client requirement.
SHAH Gas Development (SGD) Program – Package 1  - Client - Al Hosan Gas – Jauary 2012 To October - 2014
Duties & Responsibilities:
· Uploading and downloading Documents through ACONEX*

· Transmitting the documents through ACONEX*
· Maintaining Correspondence logs.
*ACONEX is a software being used by AL HOSAN GAS for Document Control process i.e. Issuance of transmittals, logging of incoming and outgoing correspondences, handling of vendor Documents 

Duties & Responsibilities:
· Registration and Circulation of Squad Check documents using WRENCH*.
· Preparing Memos and Transmittals using WRENCH* software.
· Registering all Incoming and Outgoing Documents.

· Documents scanning, e-mailing documents to Client.

· Handling proper documentation of major Engineering projects.
· To record the issue, status and location of all controlled documentation, including drawings.
· Facilitate set up and operation of an information management system efficiently.
· Organize copies of hard documents, incoming and outgoing and distribute quickly and effectively.
· To liaise with the project managers and project engineers.
· Preparation of Final Documentation as per Client Requirements.

* WRENCH is a software being used by CH2M for Document Control process i.e. Issuance of transmittals, logging of incoming and outgoing correspondences, handling of vendor Documents.
Projects worked on:
· Project: HALFAYA PROJECT SURFACE FACILITY PHASE 2
Client: CHINA PETROLEUM ENGINEERING LTD.
· Project : BAB HABSHAN 1 DEVELOPMENT PROJECT FEED
Client: ADCO

· Project : AHDEB OILFIELD SURFACE FACILITIES DEVELOPMENT PROJECT

Client: CPECC/ WAPEC

· Project: ASAB, BAB ,BUHASA & RUWAIS MODIFICATIONS (ABBR)
Client : GASCO
· Project : WASTE WATER TREATMENT PLANT PROJECT

Client: BAPCO BAHRAIN

· Project : MEHAR GAS DEVELOPMENT PROJECT
Client: PETRONAS CARIGALLI PAKISTAN LTD. 
· Project : BIDA Al-QEMZAN 

Client: ADCO
M/s Abu Dhabi Company for Onshore Oil Operations (ADCO), Abu Dhabi. (From 2004 to 2007)

Worked as an Office Assistant in Engineering Division of ADCO, since 2004 to 2007.
Duties & Responsibilities:

· Providing assistance to a group of 40 professionals.

· Handling Typing daily reports and internal and outgoing correspondence, including those within company divisions, contractors and site/field operations.

· Organize issues such as a security pass applications, transportation as appropriate to facilitate meetings, fields visits by staff and Contractors, import of goods, etc.

· Inputting all incoming and outgoing correspondence in Electronic data Management System.

· Filing documents for various projects.

· Management of records and maintenance of daily logos of all correspondence, electronic mail, etc.

· Keeping all documents related to the projects.
· Scanning and subsequent processing (emailing) of department documents to the concerned parties.

· Preparation of Memos, Fax, Letters etc.

· Making Travel Arrangements, Hotel Reservations for the employees.

Academic Qualifications
· SSLC (Secondary School Leaving Certificate), from Board of Public Examination, Kerala, India. (March 1995) .
· HSC (Board of Higher Secondary Examination at Kerala India 1995 to1997).

Computer Skills
· MS Office (Microsoft Windows, Excel, Word, PowerPoint,) from IRS COMPUTER CENTER, Trichur, Kerala, India.
Other Skills
· Great Communication Skills.
· UAE Light Vehicle Driving License (May 2012)
Professional Strength 

· Good Communication skill.

· Ability to work under pressure, meet dead lines 

· Maintain positive attitude in the face of changes in work assignments.

· Ability to inspire creativity and co-operation among team members adaptable to circumstance.

· Have independence and full responsibility for myself.

· Honesty and loyalty to the organization.

· Open mind, organized, productive, practical, flexible and friendly.

· Open mind, organized, productive, practical, flexible and friendly.
· Self –assured, Self-confident & Self-motivated, Decisive, dedicated and dependable.

Linguistic Abilities 

English, Hindi, Tamil, Malayalam, and minimum knowledge of Arabic.
Personal Details

Date of Birth
: 24/05/1980
Sex

: Male
Marital Status
: Married
Nationality 
: Indian
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