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Objective

To obtain a responsible position where my capabilities and experience can be utilized to the best of my efforts where I can make best of my contribution and to be a team player to my employer success.

Profile Summary

Commerce graduate with 18 years of experience and specialized in the secretarial field such as all office administration, project coordination and executive support functions. My key experience hovers around supporting the executive in all aspects of administration and in preparing standard operating procedures. Resourceful in maintaining files for providing feedback to top management for controlling performances, profitability etc. and thorough in internal and external communications / documentations such as letters, faxes, e-mails and assisting the division to accomplish its objectives. 
Key Skills

· Strong organizational skills;

· Presentation skills and attention to details, the ability to plan own work, work on own initiative and meet deadlines;

· the ability to manage pressure and conflicting demands and priorities tasks and workload;

· Oral and written communication skills in English.
· tact, discretion and respect for confidentiality;

· a pleasant, confident telephone manner;

· teamwork;

· reliability and honesty;

· Project management skills.

 Educational qualifications:

· B.Com. from Andhra University, 1996. (India);
· Nebosh International General Certificate in Occupational Health and Safety (Diploma) – June 2015 – yet to write exam 

IT Skills

· Well versed with MS Office (Word, Excel, and PowerPoint & Publisher).   Aconex - documentation and online collaboration solution, knowledge of MS Project & Visio.     

EMPLOYMENT SUMMARY 
	
	

	Job Responsibilities
	

	Daily activities includes :

· Preparation of memo to the internal department.

· Preparing minutes of meeting.

· Preparation of Power Point Presentation.
· Preparing MS Project Schedule. 

· Maintaining Managers, Team Leader calendar.

· Booking of conference room for weekly meeting, monthly meetings and monthly meetings.

· Booking of conference halls for external meeting such as, workshop and trainings sessions for internal staff and contractor staff.

· Arranging international flight reservation for QA Engineers going on inspection and investigation through travel department.

· Updating the memo tracking Register on daily basis.

· Assisting in the preparation of Surveillance Reports. 
· Preparing the tracking register for surveillance carried out and updating of the register every week (closed/open) status of the observations, NCR, NC and action required.
· Issuing the internal and external Audit Report prepared by the audit engineers to the concerned departments for further action.

· Booking of Chopper and flight for the QA engineers visiting various offshore rigs, barges and island undertaking Quality Surveillance and various inspections.
· Arranging of the Security Passes and Optima Cards for Engineers.
· Organizing and storing paperwork, documents and computer-based information;

· Photocopying and printing various documents, sometimes on behalf of other colleagues;

· Recruiting, training and supervising junior staff and delegating work as required.
· Liaising with staff in other departments and with external contacts;

· Ordering and maintaining stationery and equipment.

· Sorting and distributing incoming post and organizing and sending outgoing post;



	From- April 2012 

To Feb 2015
	Site Secretary / Document Controller
M/s. Amana Contracting & Steel Buildings – Abu Dhabi   


Job responsibilities:
· Preparing power point presentations of project progress with photographical evidence. 

· Arranging the weekly internal meetings for Project manager to review the site progress with the site engineer, Planning Engineer, Site Supervisors and with sub-contractor.

Preparing all kinds of reports i.e. weekly, monthly, half yearly and Minutes of meetings and special reports including if any and HSE monthly reports. 
· Preparing all kinds of transmittal logs (drawings, document and materials) using MS Excel sheet for tracking and submissions.

· Preparing of monthly petty cash report using MS Excel sheet.
· Preparing of material stock reports, daily correspondence such as letters, memos, fax transmittals, 
· Receiving correspondences from Consultant / Vendors and arranging replies / drafts letters as per the instruction of the Project Manager. 
· Preparation of organization charts, preparation of staff annual leave schedule.

· Maintaining correspondence in and out (DTS, MASS and correspondence), preparing Daily progress reports with the inputs provided by the Engineers and Project Managers.
· Helping the QA/QC section of site to logs all SOR, NCR, RFIA etc.
	From- Sep- 2007  

To July 2011
	Project Secretary / Document Controller
M/s. Toshiba Corporation Abu Dhabi, U.A.E 


Job responsibilities:

· Preparing power point presentations of project progress weekly and monthly. 

· Arranging the weekly internal and external meetings for Project manager to review the site progress with the site engineer, Planning Engineer, Site Supervisors.

· Preparing of Minutes of meeting in coordination with the project manager.

· Preparing drawings, document and materials transmittal logs, using MS Excel sheet for tracking documents, drawings and materials submissions.

· Issuing the Payment Authorization Request (payment clearance) for invoices submitted by the Sub-Contractors, purchase order and sent to Toshiba Japan for payment release.

· Maintenances of payment records made based on PO's and LPO's (Excel Format).

· Receiving correspondences from Transco / Consultant / Vendors and arranging replies / drafts letters as per the instruction of the Project Manager. Overseeing preparation of letters in coordination with the Subcontractors for taking necessary action WCR & minor rectification work at sites. 

· Preparation of organization charts, preparation of staff annual leave schedule, power point presentations for prequalification documentation for tenders.

· Sending quarries to suppliers and manufacturers for submitting quotations for various products required for the execution of work at site. Ensuring document submittals and material submittal to consultant for approval vide DTS and MASS.

· Performing activities related to preparation of document tracking sheet.

· Preparing monthly progress reports for all the above projects with the inputs provided by the Engineers and Project Managers. Undertaking submission of HSE monthly report to Transco HSE Department.

· Preparation Enquires/Quotation and preparing of LPO’s for purchase of materials required for site. Hire of Heavy equipment like crane, JCB, Forklifts low bed trailers, mobilization of site offices and demobilization etc.
	From- July – 2004
To September 2007
	Site Administrator 
M/s. National Technical Services (Manpower Services)  




Job Responsibilities:

· Arranging of reservation of hotel, accommodation for Engineers and Managers visiting to the site as well as for permanent staffs at site and booking of conference room for monthly progress meetings.

· Arranging the weekly internal and external meetings for Project manager to review the site progress with the site engineer, Planning Engineer, Site Supervisors. Preparing drawings, document and materials transmittal logs, using MS Excel sheet for tracking documents, drawings and materials submissions.
· Preparing of Minutes of meeting in coordination with the project manager. 
· Preparing of monthly petty cash report using MS Excel sheet. Hiring of heavy equipment for lifting and moving of materials and equipment from storage area to site.

· Handled shifting of material to stores in Abu Dhabi which could be reused in other projects.

· Liaising with the subcontractor for the delivery of materials as per the activity schedule.

· Issuing the Payment Authorization Request (payment clearance) for invoices submitted by the Sub-Contractors, purchase order to the Abu Dhabi Office to be forwarded to Torishima Head office in Japan for payment release.
	From- February  1997  

To May 2004
	Document Controller / Technical Clerk  

M/s. Phillip Holzmann Internal GmbH, Abu Dhabi (German Firm)


Job responsibilities:
· Preparing of Minutes of meeting in coordination with the project manager.

· Preparing drawings, document and materials transmittal logs, using MS Excel sheet for tracking documents, drawings and materials submissions.

· Issuing the Payment Authorization Request (payment clearance) for invoices submitted by the Sub-Contractors, purchase order.

· Receiving correspondences from Transco / Consultant / Vendors and arranging replies / drafts letters as per the instruction of the Project Manager. Overseeing preparation of letters in coordination with the Subcontractors for taking necessary action WCR & minor rectification work at sites. 

· Preparation of organization charts, preparation of staff annual leave schedule, power point presentations for prequalification documentation for tenders.

· Ensuring document submittals and material submittal to consultant for approval vide DTS and MASS.

· Performing activities related to preparation of document tracking sheet (Drawing list, MASS) list daily, updating the Engineers, concerned personnel and Head Office in Japan by sending emails of the submitted document status after receiving comments from O/E.

· Maintaining correspondence received from main office (DTS, MASS and correspondence). Preparing monthly progress reports for all the above projects with the inputs provided by the Engineers and Project Managers. Undertaking submission of HSE monthly report to Transco HSE Department.

Personal Details
Date of Birth


:
12th March, 1976. 

Nationality
:
Indian.

Visa Status


:
Residence Visa
Marital Status


:
Married.

No. of Dependants

:
Wife and 2 children.

Driving License 

:
U.A.E Light Vehicle 
Languages Known

:
English, Hindi & Telugu.

References will be provided upon request.
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