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Name:

Krishna 
E-mail: 
Krishna.285489@2freemail.com 


OBJECTIVE:
Accomplished and dedicated professional with 17 years of UAE experience in the field of Office Administration, Contracts, Document Control, Warranty Claims, Material Coordination, Sales, and Customer Service.
EMPLOYMENT HISTORY:
· Currently working with THE ART SOURCE General Trading part of WA International, Dubai, UAE.
· BOROUGE (Abu Dhabi Polymers Co Ltd part of Abu Dhabi National Oil Company), Ruwais, Abu Dhabi, UAE.
· TECNIMONT S.p.A, part of Maire Tecnimont, Ruwais, Abu Dhabi, UAE.
· AREVA Transmission & Distribution part of ALSTOM, Bukadra, Dubai, UAE.
· CEGELEC Oil & Gas, Bu-Hasa, Abu Dhabi, UAE.
· AL AQILI Group, Abu Dhabi, UAE.

· DentaCare Clinic, Abu Dhabi, UAE.

· Holding UAE LMV driving license

WORKING EXPERIENCE:
1. THE ART SOURCE LLC (Group of WA International)

· Position:
Office Administrator/Secretary

· Location:
Umm Ramool, Deira, Dubai

· Duration:
18 February 2017 till today.

· Report & assisting to General Manager in day to day activities.

· Assisting to Office Manager in day to day activities.
· Assisting for Management in received Tenders.

· Preparing Quotations as per received Tenders.

· Coordinate with Design Team for Track Sheets (Quantities) in order to prepare quotations as per received tenders.

· Coordinate with Accountant for Local Purchases.

· Coordinate with Local Suppliers for procuring various materials as per advise from Production Engineer.

· Preparing Local Purchase Orders to Suppliers in coordination with Production Engineer.

· Coordinate with Local Suppliers for material deliveries as per issued Purchase Orders. 

· Coordinate with Production Engineer for receiving materials at Ware House as per issued Purchase Orders.

· Coordinating with various Logistics companies for global consignments.

· Print and distribute all Incoming and Outgoing emails from/to Client, Consultant/Contractor, Suppliers and archiving as per Projects.

2. ABU DHABI POLYMERS COMPANY LIMITED (BOROUGE) Joint Venture of ABU DHABI NATIONAL OIL COMPANY (ADNOC) and BOREALIS.
· Positions held:

Office Administrator, Contracts Administrator, Technical Assistant.
· Location:

Ruwais (Plant) Industrial Complexes

· Duration:

2 May 2010 till 29 May 2016.
· Office Administrator, Contracts Administrator, Technical Assistant for the following Departments under Asset Improvement Function and Technical Group.
· Office Administrator for Olefins Technical Development within Asset Development Function.

· Contracts Administrator for Support Services (Contracts) Department.
· Office Administrator for Corrosion, Inspection and Material Dept. within Technical Services Function.
· Office Administrator for Technical Compliance Dept.

· Technical Assistant to the following Departments under Asset Improvement Function.

· Major Projects & Technical Services Dept.
· Warranty Claims Dept.
· Activities:

· Deputizing for Technical Services Function Vice President’s office.

· Deputizing for Projects Execution Function Vice Presidents office.

· Participate in HSE aspect improvement activities of the department.
· Coordinating with Engineers in preparation of Business Case / Feasibility studies.

· Following up of Balanced Score Card (BSC) for Olefins Tech. Dev. Department, Asset Development Function and Technical Group.
· Preparing Memos to supply materials at site.

· Receiving materials at site with support of Inspectors.

· Preparing Memos for Letter of Assistant in order to apply Oil Field Security Passes.

· Maintaining Contractual documents.
· Following up with Operations and update Asset Integrity Status Report.

· Updating Process Safety Incident report and following up with area responsible Engineers.
· Preparing letters to the Contractors on Warranty Claims.

· Maintaining of Warranty Claims records as per unit wise.

· Manage departmental administrative support for the above mentioned department teams; motivate employees to maximize their productivity and achieve Key Personnel Indicators; track time entry for Engineers.

· Follow-up on reports utilizing SAP, Electronic Data Management System (EDMS), and KMS (Knowledge Management System); ensure confidentiality of all sensitive issues and human resource related documents and information.

· Drive departmental progress by communicating agreed deadlines for milestones and key events,

· Promote career development through training of employees and encouraging Individual Development Plans (IDPs).

· Facilitate administrative and technical interaction by coordinating with Borouge internal interfaces.

· Control a database of Technical records, lists, and statistical spreadsheets; prepare forms, charts, graphs, statistics, reports, and presentations for management.

· Serve as the primary point of contact for incoming and outgoing communications; manage key meetings.

· Distribute letters, reports, cables, and tabulations; type, proofread, gather information, and archive documents.

· Plant Office Administrator for Vice President

· Manage critical administrative functions and support as a Site Office Administrator of VP Office, including specialized office record management, internal customer relations, and confidentiality.

· Direct transactions with other Departments/Functions, Vendors, and the Public, complying with set procedures.

· Ensure compliance with all safety and environmental responsibilities by reporting any defects and hazardous conditions related to the workplace. 

· Optimize working conditions by understanding occupational health policies and practices.   

· Advise on human resource rules and regulations to align with the Function.

· Ensure efficient travel arrangements by planning and checking hotels and transportation and resolving any issues that may arise.

· Serve as Office Support “Coordinator” of Plant Manager, complying with all guidelines and providing updates.
3. TECNIMONT S.p.A, (ITALY) EPC Contractor for the below project.

· Client:

ABU DHABI POLYMERS COMPANY LIMITED (BOROUGE 2)
· Project:
Polyolefin's Units, Product Handling and Marine Works.
· Location:
Ruwais (Plant) Industrial Complexes.
· Position:
Senior Project Secretary

· Key role:
Personal Assistant to Senior Project Manager (Borouge) and support to 

Integrated Project Management Team
· Duration:
17 March 2008 to 30 April 2010
· Assisting for the following Management in various activities and meeting schedules:
· Senior Project Manager, Project Manager, Commercial Manager, Engineering Manager, Construction Manager and Commissioning Manager.
· Coordinating with Vice President Offices (Abu Dhabi & Ruwais) in various general administration issues, meeting schedules and maintaining proper record for project correspondence.
· Coordinating with Core Team (Project Support Team) in various general administration issues and maintaining proper record for project correspondence.
· Coordinating with Human Resource Department / HR Officer for employees leave applications and maintaining proper record.
· Maintaining proper record for correspondence between PO Project and COO Office.
· Coordinating with Borouge 1 Administration Offices in Abu Dhabi & Ruwais in general administration issues.
· Coordinating with all Construction Superintendents from Engineers India Limited (Project Management Consultancy).
· Coordinating with Third Party Inspectors Team leader and his members, Preparation and maintaining proper record of Site Discrepancy Reports and Non-Conformance Reports.
· Coordinating with following Team Leaders in various general administrations issues:
· Process Team Leader, Mechanical Team Leader and Instruments & Electrical Team Leaders.
· Coordinating with the following Teams in various general administrations issues:
· Commissioning Team, Start-Up Operations Team, Start-Up Plant Availability / Maintenance Team.
· Office Correspondence and preparation of Office Administration.
· Maintaining and follow-up fixed meeting schedules.
· Taking care of incoming and outgoing project e-mail’s
· Coordinating, Taking care of all Incoming and Outgoing correspondence for its group of companies, partners who are involved in this project:
· BOREALIS
· ADNOC for New Quality Control Laboratory Building.

· SUPREME PETROL COUNCIL (PETROLEUM PORTS AUTHORITY) for Marine Works.
· TAKREER
· Coordinating & Taking care of Incoming and Outgoing correspondence for the following EPC Contractors:
· M/S. TECNIMONT S.p.A (Italy), EPC Contractor for PO (Polyolefin's Units)
· M/S. TECNICAS REUNIDAS (Spain), EPC Contractor for U&O (Utilities & Offsites)
· M/S. LINDE Engineering (Germany), EPC Contractor for EU2 (Ethylene Units)
· M/S. SAMSUNG (Korea), EPC Contractor for OCU (Olefins Conversion Units)
· Maintaining proper record for Weekly & Monthly Progress Reports from EPC Contractors and its Subcontractors.
· Maintaining proper record for various Notes of Meetings from EPC Contractors, its Vendors and Internal.
· Having experience in Documentum (Electronic Document Management System) and involved in various Document Control Centre activities.
4. CEGELEC OIL & GAS (FRANCE) EPC Contractor for the below project:
· Client: 


ABU DHABI MARINE OPERATING COMPANY (ADMA-OPCO)
· Project:

415V Upgrade Switch Boards and Generator
· Location: 

Zakum & Umm Saif Platforms Super Complexes (UAE)
· Position held:

Project Secretary cum Document Controller
· Duration:

March 2006 to November 2006
· Office Correspondence and preparation of Office Administration.
· Fixing appointments & making Manager’s Schedule.
· Taking care of incoming and outgoing Company e-mail’s (Lotus Notes)
· Taking care of incoming and outgoing correspondence for Client, Subcontractors & Vendors.
· Preparing daily & weekly progress reports to the client.
· Preparing weekly & monthly Minutes of Meeting reports with Client, Vendors and Internal.
· Preparing daily, weekly and monthly man-hours for Planning & Costing Manager.
· Preparing weekly & monthly Near Miss record for HSE Dept and Planning & Costing Manager
· Preparing monthly time sheets for employee payment.
· Document Control for the following:

· Taking care of Operation & Project Manuals
· Updating of Project Drawings as per revisions
· Updating of following documents in EDMS (Electronic Document Management System)
· Updating document register
· Creating data transmittals to client & vendors
· Registering incoming & outgoing submittal documents from client & vendors.
· Updating client’s correspondence
5. AREVA TRANSMISSION & DISTRIBUTION (FRANCE) part of ALSTOM T&D EPC Contractor for the below project:

· Client: 


DUBAI ELECTRICITY & WATER AUTHORITY (DEWA)
· Project: 

Supply, Installation, Testing, Commissioning and Associated 

Works of 400/132kV Gas Insulated Substation
· Location: 

Bukadra – Dubai (UAE)
· Position held:

Project Site Secretary cum Document Controller
· Duration:

March 2005 to March 2006
· Office Correspondence and preparation of Office Administration.
· Fixing appointments & making Manager’s Schedule.
· Office running Travel Management of Manager & Office Staff.
· Handling office running expenses and preparation of statements for Account Dept.
· Handling incoming phone calls and facsimiles.
· Proper control of incoming and outgoing correspondences for Client, Consultant, Subcontractors and Vendors.
· Taking care of incoming and outgoing e-mail’s (Lotus Notes & Outlook Express)
· Preparation & Monitoring of:
· Weekly and monthly man-hours for Civil Works Site Manager.
· Weekly & Monthly progress reports to the head office.
· Design Change Notices and Field Design Change Request.
· Control Notification Forms.
· Permits to Works for site
· Monthly time sheets for employee payment.
· Document Control for the following:
· Taking care of Operation & Project Manuals
· Updating of Project Drawings as per revisions
· Updating of following documents in EDMS (Electronic Document Management System)
· Updating document register
· Creating data transmittals to client & vendors
· Registering incoming & outgoing submittal documents from client & vendors.
· Updating client’s correspondence
· Coordinated with other sites:
· Bukadra & Jebel Ali “L” Station
· Bukadra & JAFZA 400/132kV Substation (Client DEWA)
· Bukadra & Al Dhaid 400/220kV Substation (Client MEW)
· Having working knowledge in Internet Applications.
6. CEGELEC OIL & GAS (FRANCE) EPC Contractor for the below Project:
· Client: 


ABU DHABI GAS INDUSTRIES LIMITED (GASCO)
· Project:

Integrated Control System
· Location: 

Bu Hasa – Abu Dhabi (UAE)
· Position held:

Project Site Secretary
· Duration:

December 2002 to February 2005
· Routine Secretarial works
· Deputizing Document Controller.

· Deputizing Material Coordinator.
· General Correspondence and taking care of General Administration.
· Handling incoming phone calls and facsimiles.
· Handling petty cash for daily expenses.
· Fixing appointments & making Manager’s Schedule.
· Taking care of incoming and outgoing e-mail’s (Lotus Notes)
· Taking care of incoming and outgoing correspondence for Client, Subcontractors & Vendors.
· Preparing daily & weekly progress reports to the client.
· Preparing weekly & monthly Minutes of Meeting reports with Client, Vendors and Internal.
· Preparing daily, weekly and monthly man-hours for Planning & Costing Manager.
· Preparing weekly & monthly Near Miss record for HSE Dept and Planning & Costing Manager
· Preparing monthly time sheets for employee payment.
· Document Control for the following:

· Taking care of Operation & Project Manuals
· Updating of Project Drawings as per revisions
· Updating of following documents in EDMS (Electronic Document Management System)
· Updating document register
· Creating data transmittals to client & vendors
· Registering incoming & outgoing submittal documents from client & vendors.
· Updating client’s correspondence
· Coordinated with Procurement Department in the following activities from site.
· Preparing Local Purchasing Orders for Vendors.
· Preparing purchase requisition enquiries to Vendors.
· Following up delivery of materials.
· Taking care of delivered materials at site.
· Updating monthly materials record.
· Coordinated with Personal Department in the following activities from site.
· Reporting employee Visit visa expiry dates.
· Reporting employee oil field security passes expiry dates.
· Having knowledge in Internet Applications.
7. M/s. Al Aqili Group (Al Aqili Floor Covering Division/Carpet Land):
· Location:

Abu Dhabi

· Position held:

Office Secretary (Abu Dhabi Branch)
· Duration:

From December 1999 to December 2002

· Handling incoming calls and facsimiles, filing office documents.
· Preparation of Quotations & Invoices.
· Preparing presentations for customers.
· Handling petty cash for daily expenses.
· General Correspondence and taking care of General Administration.
· Taking care of incoming and outgoing e-mail’s
· Telesales to a certain extent.
· All relevant work from pre-qualifying stage to the job being awarded.
· Assisted my Project Manager in the following projects.
· ADDC Building in Abu Dhabi (Abu Dhabi Water & Electricity Authority)
· Etisalat Telecommunication Building – Abu Dhabi, Al Ain & Ajman
· Al Ain University – Al Ain
· Abu Dhabi Fund Head Quarters – Abu Dhabi
· Conference Palace Hotel – Package 21A – Abu Dhabi
8. Denta Care (Dental) Clinic:

·  Location:

Abu Dhabi

· Position held:

Secretary cum Receptionist

· Duration:

From November 1997 To December 1999

· Preparing and typing medical reports.
· Scheduling appointments & General Administration.
· Handling daily cash collections.
· Self-Correspondence and taking care of Patients.
9. M/s. Balaji Enterprises (Shipping, Clearing, Forwarding, Steamer Agents & Stewedores)

· Location:

Kakinada, Andhra Pradesh, India
· Position held:

Secretary

· Duration:

From 1994 To 1997

· Routine Secretarial work

· Self-Correspondence and taking care of General Administration.

· Fixing appointments & making Manager’s Schedule.

· Operating telephone, fax machine and e-mails

· Establishing filing system.

· Taking care of all incoming and outgoing mails.

EDUCATIONAL QUALIFICATIONS:
· Diploma in Computers Management (Windows & FoxPro Programming) from Datapro InfoWorld Ltd. (Mumbai) in 1996.
· Typewriting Lower in English (30 w.p.m.) Technical Certificate from Sri Krishna Type Institute (Andhra Pradesh) in 1996.
· Pre-Degree in Commerce & Economics from P.A. Junior College (Andhra Pradesh) in 1993.
CERTIFICATIONS:

· Basic Fire Fighting Course from Jaheziya, Abu Dhabi on 23 August 2015.

· Data Analysis Techniques from Glomacs, Abu Dhabi 23-27 November 2014.

· Success & Motivation Through Emotional Intelligence from Dovetail, Dubai 04-06 May 2014.

· Highly Productive and Effective Office Administration from Masters Consultancy, Solutions & Training, Abu Dhabi 09-11 December 2013

· Coaching & Mentoring from Dovetail, Dubai 10-12 November 2013.

· Intermediate & Advanced Microsoft Vision 2007 from New Horizons, Dubai 06-07 November 2013
· Advanced Microsoft Power Point 2007 from New Horizons, Dubai.

· Intermediate & Advanced Microsoft Excel 2007 from New Horizons, Dubai.

· Advanced Microsoft Word 2007 from New Horizons, Dubai.

· Certificate of Recognition for participation of Implementation of Alarm Management Programme in Borouge facilities.
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