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KALA 
Dubai, UAE
SUMMARY OF QUALIFICATIONS
· Proficiency in Aconex, C4 application & Alcyone application for project documentation. 
· Performed secretarial functions including preparing reports, spreadsheets, power‐point presentations, correspondence etc. 
· Demonstrated administrative expertise in supply purchasing, processing of journal subscriptions and organizational membership fees, file management and storage, phone and personal reception etc. 
· Possess technical proficiency in operating copiers, printers, fax machines, computers and software including MS Office (Word, Excel, Power‐point) and net surfing 
· Ability to follow complex instructions 
· Can demonstrate ability to work with minimum supervision. 
PROFESSIONAL EXPERIENCE
DUBAI
Documentation Executive – City Walk Project (Sep 2014 –till date)
· Preparation of material submittals, drawing submittals, RFIs, Prequalification submittals, MIR, IR, MS etc. 
· Keep track of material, drawing, RFI’s approval/ status and update the same in respective logs. 
· Controls issuance of document numbers, including maintenance of proper document registers for detail engineering or construction engineering project. 
· Ensures proper document classification, sorting, filing and proper archiving. 
· Reviews completeness of documentation and prepares document transmittals. 
· Performs document quality check in accordance to Company document control procedures. 
· Performs file backup to ensure proper storage and archiving of electronic registers. 
· Prepares reports, as may be required. 
· Submission/ retrieval of documents & correspondences through Aconex. 
· Maintain a record of all incoming and outgoing correspondences. 
· Coordinate with the suppliers for the submission of the material submission and samples. 
· Check the submissions are in accordance with the check list provided. 
· Relay message to the supplier with regards to their material approval/ rejections. 
· If necessary, proceed with resubmission after comply the comments and make sure that comments are being complied. 
· Follow up of documents on daily basis. 
· Distribute documents and correspondence to Lead Discipline Engineers and others as instructed by Project Manager or as per Project Quality Plan. 
· Recording, distributing, filing and retrieval of all project documentation and drawings for both the construction and commissioning phases of the project. 
· Maintain a good filing system. 
· Checking of daily report of manpower and equipment used at site. 
· Handing of petty cash. 
· Coordinating within the office and site office. 
· Routine correspondence to respective department & internal follow ups. 
· Can demonstrate ability to work under stress to meet schedule deadlines. 
AL ITTIHAD ELECTROMECHANICAL CO, DUBAI
Documentation Executive/ Secretary (2009 – August 2014)
· Preparing agreements. 
· Preparation of subcontract agreements. 
· Preparation of subcontract invoices. 
· Preparation of O & M Manual. 
· Petty cash handling and proper filing of all the bills 
· Purchase of stationeries and distribution of the same according to site/ main office requirements. 
· Self correspondence. 
· Keep track of material and drawing approval and update the same on MAS & DAS logs. 
· Uploading of Drawing / Material submissions & approvals, inspections submissions/ approvals, RFI’s, Material submissions/ approvals and all project related correspondences to C4 Application & Alcyone application. 
· Preparation of contractors and consultant invoices. 
· Typing and compilation of tender documents & preparation of BOQs. 
· Responsible for day‐to‐day office administration, typing of all outgoing correspondence, logging of all incoming and outgoing correspondence etc. 
· Keeping all records & maintaining a good filing system. 
· Maintaining a systematic filing for all documents, certificates and incoming (both internal & external) and outgoing correspondence related to ongoing projects. 
AL ITTIHAD ELECTRIC CO., DUBAI
Front Office Assistant / Admin Assistant 2002 – 2009
Front Office Assistance Duties Involved:
· Perform general clerical duties to include but not limited to: photocopying, faxing, mailing, and filing. 
· Maintaining various registers (visitors/phone) 
· All Typing works, Word Processing and Taking dictations 
· Photocopy and fax of documents 
· All secretarial work such as reception duties, attending phone calls, systematic filing/ recording on log books, updating filing system, sending & receiving e‐mails and letters. 
· Sending company profile & registration of enquiry. 
· Purchase of office stationeries and office supplies. 
· Attend to customer’s needs, queries & complaints. 
· Documentation for dispatching goods / material according to the requirement of sites with coordination of store. 
· Handles reception for the incoming/outgoing calls, guests and performs miscellaneous job‐related duties as assigned. 
· Screens and monitors call and responds to inquiries 
· Entertains phone inquiries and forwarding messages to people concerned 
Receives and sends documents through couriers
Admin Assistant Duties Involved:
· Liaise with department managers in relation to their administrative operations such processing of correspondence, monitoring of incoming and outgoing documents/couriers etc. 
· Responsible for the day‐to‐day personnel administration, coordinate with management 
· Organizing duties of office boy / drivers 
· Assisting to HR & Admin. Manager for all recruitment activities/ his day to day activities. 
· Advertise in newspaper or contact local agencies. 
· Monitor & Notify the expire status of licenses 
· Booking air tickets for all expatriates employees. 
· Assist in preparing labors wages. 
· Maintain well documented, accurate, organized and up‐to‐date file management for the above mentioned tasks. 
· Prepare a recruitment plan for the year 
· Conduct job search from agencies, ads and personal contacts 
· Screen CV’s 
· Schedule interviews with managers and obtain feedback 
· Confirm employment with candidate. 
Retnagiri Trading & Financiers, Kerala, India
Accounts Assistant2001 ‐ 2002
· Maintenance of daily cash receipts & payments. 
· Preparation of accounts receivables and accounts payable. 
· Filing of documents cash, bank, receipts & payment vouchers. 
· Keep records of employee’s advances and deductions. 
· Preparing monthly expenditure report and settlement of petty cash. 
· Preparing employees monthly payroll sheet. 
· Petty cash clearance 
EDUCATIONAL ATTAINMENTS
Bachelor of Commerce
University of Kerala, India 1998‐2001
PERSONAL DETIALS
· Nationality : Indian 
· Marital Status : Married 
· Visa Status : Spouse Sponsorship 
· Availability : Immediate 
· Languages Known: English, Hindi & Malayalam 
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