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HASHIDHAR 
AWARD -WINNING SENIOR DOCUMENT CONTROLLER
EXECUTIVE & DEPARTMENT MANAGEMENT - SUPPORT – EXCELLENT ADMINISTRATION PROVISON - PROCESS & PERFORMANCE IMPROVEMENT
· Dedicated and focused senior document controller with more than 8 years’ diverse and progressive administrative and management experience, Dubai – UAE.
· A highly qualified and resourceful professional with extensive experience providing support to executives and departments. Proven ability to give efficient and professional administrative and clerical service to colleagues, managers, executives and supervisors to facilitate the efficient operation of the department. 
· Skilled in all aspects of administration including executive support, liaising with senior corporate and government representatives, travel arrangements for executives and staffs, equipment negotiation and purchase, maintaining all payroll systems, managing records and files, handling customers, designing compensation and wages structure, arranging for employee transport, etc.
· A well-presented and pro-active managerial professional recognized for the ability to incorporate innovative management techniques, systems and procedures to enhance business practices, increase productivity, and boost revenues. Advanced understanding of customer needs with diligent attention to detail results in superior customer service and high levels of client satisfaction.
· Effective leader who is able to manage everyday operational procedures and identify the resources needed to be successful. Possess the ability to work independently in an environment of change, challenge, multiple deadlines and priorities.
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Demonstrate excellent interpersonal and communication skills; expert at fostering solid and professional relationships with customers, colleagues, and executives while maintaining high ethical and quality standards, professional demeanor, and a cooperative attitude. 
CORE COMPETENCIES
	Administration
	Leadership

	Analytical & Conceptual Problem Solving
	Mentor System

	Bookkeeping & Payroll
	MS Office Proficiency

	Client Relationship Management
	Equipment Purchase

	Documentation
	Records Management

	Employee Relations
	Reports Preparation And Filing

	Executive Communication
	Sourcing

	Financial Analysis
	Strategic Planning

	General/Office Administration
	Talent Acquisition

	Hire Co-Ordination
	Technical Recruiting

	Proven decision making skills.
	Strong IT, database and communication skills.


OCCUPATIONAL CONTOUR
Aug 2008 – Till Date
Al Futtaim Carillion LLC is a Dubai-based organization jointly owned by Al Futtaim Limited of Dubai (51%) and Carillion Construction Overseas Limited from the UK (49%). It provides building construction, civil engineering works, sewerage works and concrete repairs, transport and construction services across Middle East, North Africa and beyond.
CAREER PATH:   ( Administrator Assistant (August‘08 – Dec ‘08)( 

                                   ( Senior Document controller (March 2011 – Till Date)
	ADMINISTATOR ASSISTANT – ADMINISTRATION Department – Dubal Project     Aug 2008 –  Feb 2011


Joined the department in 2008 as an administrator Assistant where I was in charge of the Front desk but due to my consistent performance, I quickly got added responsibilities to expand my job scope to the following responsibilities.
Responsibilities:

· Receiving & logging in the incoming correspondence

· Drawings & Document Receiving & Distribution 

· Preparation & Maintaining up to date Drawing Register                                                 

· Presentation and filing of documents and drawings. 

· IRF register Preparation and updating                                                           

· Material submission and Transmittal  maintaining register  

· Site Request For Quotation register Preparation                                                                                                                  

· Shop drawing submission and maintaining register                                                                                                                                                                                                   

· Documents Scanning, Distribution & Maintaining in allocated project wise Folder

· Daily Incoming & Outgoing documents Correspondence maintaining Register        

· Scanning in all relevant new documents. 

	SENIOR DOCUMENTCONTROLLER ADMINISTRATION Department - Dubal     March 2011 – Till Date


Responsibilities:

· Providing senior managers, supervisors and other team members with administrative support as required.

· In charge of Front Desk reception and maintaining incoming register for all incoming and outgoing mails.

· Daily processing of transport hire invoices, Goods Receiving and costing for external hire reports & documents register preparing

· Maintaining a tracking facility to enable documents to be updated easily. 

· Checking despatch documents are accurate. 

· Responsible for maintaining hard copy information.
· Contract & project all sites Documents  & preparing 

· Issuing and distributing controlled copies of information. 

· Managing and maintaining a Meridian Document Control System. 

· Provide advice on procedures of issue and methods in accessing the system. 

· Ensuring all documents are as up to date as possible within electronic filing systems  

· Preparing for outgoing correspondence logging in & coordinate/follow up

·  Materiel Incoming  & out going submittal s & transmittal s preparing maintaining register                                                                                                                                                                                                   
· Projects Request For Quotation (RFQ) letter Preparation  

· Site enquiry quotation (SEQ) preparing allocated to site 

· Office Documents and transmittal  and submittal preparing  & control registered updating
Project Handled:-

Emal Projects:
· CC011-CB3230 - Coke Silo, Conveyor Trestle and Weighbridge System Foundations.

· CC011-CB3244 - Alumina Silo No.8 - Emirates Alumina Smelter Complex.

 Dubal - SNC Projects:-     AG070 & AC560 & AC564:- 
· Conversion of Existing cast house 1 Dross Plant Bldg. to cast house Maintenance Workshop office. 
· T-015 DX + Technology-Pot Room Civil Works & RT Building.

· C59JA new truck parking at ct2.

· T-411 PL56 RTR-SBRT 56 civil works.

· Dubai marina development sewer & storm water connection District 10 Plot A3A& 10B.

· E10-069 - Substation 544 Extension for Battery Room.

· E10-069 - Medical centre upgrade project.

· E11-004 - Conversion of SS 451 into Knowledge Management Centre.

· E11-005 - Marketing and Sales Bldg - Prayer Room and Filing Room

· P11-010 - Timber Replacement in Rectifier Buildings.

· E11-042 - Water Filling station - Pavement repair Works.

· E11-032 - Frame 5,9B and GT14 blow down Recovery.

Dubai Port World Projects:-

AC562 Site :-
· C60HP Road work at Infrastructure development works at hamriya port phase-1.

· C63HP New gate #2 at hamriya port.

· C91HP IT net works for hamriya port development-civil & it work-Jebel ali.

· C71HP Restaurant and toilet facilities at hamriya port.                                                                            2 to 3
ACHIEVEMENTS & AWARDS
· Awarded with “Runners up Award” in 2008 after participating in company organized “Talent Hunt” SoloDance
· Awarded with “Runners up Award” in 2010 after participating in company organized “Talent Hunt” SoloDance

· Awarded with “Value Award” in 2012 for providing superb and professional  staff service to “DUBAI 92-Cycling race”


IT SKILLS
Operating Systems: Windows XP, Windows 7
Accounting Systems: Oracle, Mentor & Fleet sap, softwers
Packages: MS Excel, MSWord, MS Access, MS Power point , Microsoft Outlook ,V lookup
Internet surfing and Computer applications

EDUCATION & TRAINING
	Ssc                                                                       Board of Secondary Education A.P            2001-2002

	Inter +1+2                                                    Board of Intermediate Education A.P        2003-2004

	Bachelor of Commerce (B.Com)             Kakathiya University, Warangal A.P         2005-2007


	Diploma In Primavera Expedition for  Document Processing (EDP)                                             April -   2008                                               

	Certified from Academic Council of (EDP)                                                                                                                                      


	Computer Applications & MS Office                                                                                                   June - 2008

	Certified from Cyber dyne proficiency



STRENGTHS

· Demonstrated ability to build and develop customer relationships, including the demonstrated ability to effectively represent the company to senior levels of management, key thought leaders & external vendors.

· Innovative thinking and exceptional business acumen

· Self-motivated with the ability to perform with a high level of autonomy

· Strong closing techniques; using logical, incremental steps.

· Advanced communication (written and verbal), organizational, and problem solving skills

· Advanced computer software proficiency (Word, Excel, Outlook, Power Point, Internet)

· High level of expertise in analyzing information and making information based recommendations

· Effective Communications/Presenting, follow-up, administrative and organizational skills

· Ability to work and drive positive results in a fast-paced, team environment. Driven to deliver results against stretch targets

· Excellent coordination skills, the ability to motivate, inspire and collaborate with others

· Organization and time management skills to succeed in a fast paced environment

· Ability to work successfully in a globally matrixed organization

· Able to demonstrate successful experience with multiple accounts


PERSONAL PROFILE
Date of Birth 

: 
15-10-1986
Nationality

:
Indian
Gender


: 
Male
Languages

:            English, Hindi, Telugu, Tamil, Malayalam 
Visa Status

:
Employment
Marital Status 

: 
Married 
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