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Professional with 16 years of Gulf Experience seeking a position of Project Administrator with strong technical background.
PROFESSIONAL STRENGTH 

· 16 plus years of UAE experience.

· Possess excellent communication and written skills.
· Estimation, Production and Execution.

· Experience in project planning, multi-tasking.
· Analytical thinking and planning skills.

· AutoCAD, Revit, Primavera, MS Project.
· Prestigious Sharjah Government Projects.
· Site Coordination in the entire Emirate.
EMPLOYMENT DETAILS
Project Administrator.

Sharjah – United Arab Emirates,

October 1999 – Present (16 Years).
Key Responsibilities as Project Administrator. 
Project Management Administration.

· Attend client meetings to assist and gather programming requirements to develop an overall scope of work or receive programming requirements and overall scope of work from sales representative to begin projects.

· Develop project plan with sales and project management based on programming requirements and overall scope.
· Clearly and concisely communicate design intent and issues with the rest of the project team.
· Visit project site for site verification and field measuring of project space with Project manager and other team members.
· Receive and manage CAD files from external sources/properly filing projects for future reference.
· Interior spatial design and document coordination from schematic design through construction documents including Bill of Quantity (Materials), Finish Schedules, Layered Installation drawings.
· Responsible for accuracy of order specifications and integrity of design.
· Work as an integral part of the project team with sales, project management, customer service and installation.
· Other duties as assigned.

· Computer generated AutoCAD Drawings.
· Field Verifications without the assistance of Project Management.
· Develop specialized drawings as needed.
· As-Build drawings.
· Space Planning.
Site Management.
· acting as the main technical adviser on a construction site for subcontractors, crafts people and operatives;

· setting out, levelling and surveying the site;

· checking plans, drawings and quantities for accuracy of calculations;

· ensuring that all materials used and work performed are as per specifications;

· overseeing the selection and requisition of materials and plant;

· agreeing a price for materials and making cost-effective solutions and proposals for the intended project;

· managing, monitoring and interpreting the contract design documents supplied by the client or architect;

· liaising with any consultants, subcontractors, supervisors, planners, quantity surveyors and the general workforce involved in the project;

· liaising with the local authority (where appropriate to the project) to ensure compliance with local construction regulations and by-laws;

· communicating with clients and their representatives (architects, engineers and surveyors), including attending regular meetings to keep them informed of progress;

· day-to-day management of the site, including supervising and monitoring the site labour force and the work of any subcontractors;

· planning the work and efficiently organizing the plant and site facilities in order to meet agreed deadlines;

· overseeing quality control and health and safety matters on site;

· preparing reports as required;

· Resolving any unexpected technical difficulties and other problems that may arise.

ACADEMIC / TECHNICAL SKILLS 

· Bachelors of Commerce from Mumbai University – India March 1998.

· Proficient in designing software: AutoCAD, Revit, MS Project. 

· Well versed in MS office (word, Excel, PowerPoint) Email and Internet Applications. 

· Diploma in Civil CADD (AutoCAD 2D Drafting).
PRESTIGIOUS PROJECTS / CLIENTS
· Sharjah Planning Department, Sharjah Economic Department, Sharjah Finance HQ. 
· Al Seef Palace, Ruler of Sharjah.
· Al Noor Masjid – Sharjah

·  Sharjah Municipality HQ.
· Sharjah University.

· Sharjah Planetarium.

· Sharjah Auditorium,

· Al Rawda Palace – Al Ain.

· Al Bateen Palace – Abu Dhabi.
· Department of Presidencial affairs.

PERSONAL DETAILS

Nationality 


:     Indian 


Age & Date of Birth 

:     27th June 1974.

Marital Status 

:     Married


Languages Known

:     English, Hindi, & Urdu (Arabic – read & write)
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