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Ashpak

Ashpak.303019@2freemail.com  
Administrator/Document Controller/HR Administrator
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Years of Experience: 6

Qualifications & Trainings

· MBA (Master of Business Administration) Specialization in Human Resource & Administration - 2015
· Bachelor of Arts from University of Rajasthan-2007-2009
· Diploma In Computer Application University of Makhanlal Bhopal – 2006
· High School (Class XII) Board of Rajasthan Ajmer – 2005
· Intermediate (Class X) Board of Rajasthan Ajmer -2003
Languages

English and Arabic

Nationality

Indian

Date of Birth

7th December, 1988

Marital Status

Married




Profile


Maintaining an electronic and hard copy filing system, Providing training and orientation for new staff, Coordinating and arranging repairs to office equipment, Comprehensive knowledge of Microsoft Word, Outlook, Excel and Access, Scheduling meetings and preparing agendas for them, Effective organizational skills, Organizing travel & accommodation arrangements, Resolving administrative problems, Supervising other clerical staff, Conducting research on behalf of managers, Scheduling and delegating administrative tasks, Creating presentations and writing up reports

.

Experience Summary

InfraRoad Trading & Contracting LLC Doha – Qatar

From May-2015 to Present

UrbaCon General Trading & Contracting (UCC) Doha – Qatar, From July – 2014 to April – 2015

Rosso Brunello Pvt. Ltd. Rajasthan Jaipur India from May-2013 to April – 2014

Samarth Lifestyle Retailing Pvt.Ltd. Jaipur India from Feb-2012 to Dec 2012

General Retail with Star Super Market Kingdom of Saudi Arabia Jeddah from Jan – 2010 to Sep -2011

Professional Experience:


May-2015 –

Present



InfraRoad Trading & Contracting LLC Doha – Qatar Designation – Document Controller Estimation & Proposals Department JOB RESPONSIBILITIES

· Follow up with vendors / Consultants about whether the emailed file has been received and notify them of any delay in response time.

· Record keeping of received and sent letters to the various consultants and other contractors.

· To maintain proper records for all documents whether inside or outside the company.

· Remove superseded drawings or file data, and replace with more current data

· Separately for future Reference when issuing the latest data.

· Assist Estimation Director in preparation of quotation, work order and invoices.

· Backup maybe done either electronically or through extra hard copies of a document.

· Prepare, log and distribute all outgoing transmittal.

· Receive, log and distribute all incoming transmittal.

· Maintain central filing of all Project documentation.

· Preparation of task list and reviewing it in line with the time line specified in advance.

· Renewing permit for the installation team.

· Using document numbering system for maintaining the documents

· Preparing Technical & Commercial Tender Submission documents for client

· Coordinated with suppliers & Sub contractor for Quotation and Technical Submission Documents



July -2014 to April-2015



Urbacon General Trading & Contracting

(UCC) Doha – Qatar

Designation - Staff Administrator

JOB RESPONSIBILITIES

· Allocation of existing resources and new resources
· Tracking of labour’s and transportation and camp related issues
· Tracking of manpower transfer between camps and sites
· Ensuring the efficient execution of all Workshop activities
· Maintain complete list of manpower allocation
· Follow up manpower personnel Issues
· Coordinates management training in
· Hiring, termination, promotions, performance review
· Coordinate and manage review Process for annual evaluations
· Report issues related to Department Manpower payroll and payments
· Administer appropriate disciplinary action in accordance with the
Company’s Policies and

· As per site immediate supervisor employee performance will be recorded.
· Other duties within the scope, spirit and purpose of the job, as requested by management
· Tracks, controls and organizes documents and schedules in various systems
· Organizes and manages internal mail, faxes and courier packages
· Attending meetings, talking minutes and keeping records

May-2013 to April – 2014



	Rosso Brunello Pvt. Ltd.
	Feb-2012 to
	Samarth Lifestyle Retailing

	Rajasthan Jaipur India From
	Dec 2012
	Pvt.Ltd. Jaipur India

	RESPONSIBILITIES
	
	RESPONSIBILITIES

	
	
	
	

	  Using a variety of software
	
	  Maintain electronic and hard copy

	
	packages, such as Microsoft
	
	filing system

	
	Word, Outlook, PowerPoint,
	
	  Open, sort and distribute

	
	Excel, Access, etc., to produce
	
	incoming correspondence

	
	correspondence and documents
	
	  Preparing daily sales and monthly

	
	and maintain presentations,
	
	report. Ordering and receiving

	
	records, spreadsheets and
	
	

	
	
	
	merchandise as per customer

	
	databases;
	
	

	
	
	
	requirements.

	  Devising and maintaining office
	
	

	
	
	  Assist in resolving any

	
	systems;
	
	

	
	
	
	administrative problems as well as

	  Provide the training for the new
	
	

	
	
	customers support.

	
	employees.
	
	  Run company’s errands to post

	
	Booking rooms, Vehicles
	
	office and office supply store.

	
	conference facilities;
	
	  Answer calls from customers

	
	Using content management
	
	regarding their inquiries.

	
	systems to maintain and update
	
	  Prepare and modify documents

	
	websites and internal databases;
	
	including correspondence,

	
	
	
	

	
	Attending meetings, taking
	
	reports, drafts, memos and emails

	
	minutes and keeping notes;
	
	  Schedule and coordinate

	
	Managing and maintaining
	
	meetings, appointments and

	
	budgets, as well as invoicing;
	
	travel arrangements for Managers

	  Liaising with staff in other
	
	  Maintain office supplies for

	
	departments and with external
	
	department

	
	contacts;
	
	



· Ordering and maintaining stationery and equipment;
· Maintain stock, tracking weekly. Ordering and receiving merchandise as per customers’ requirements.
· Provided advice to clients regarding particulars or services.
· Sorting and distributing incoming post and organizing and sending outgoing post;
· Liaising with colleagues and external contacts to book travel and accommodation;
· Organizing and storing paperwork, documents and computer-based information;
Jan 2010 to
General Retail with Star Super

Sep.2011
Market.

Office Assistant

Jeddah Kingdom of Saudi Arabia

from

· Forwards information by receiving and distributing communications; collecting and mailing correspondence; copying information. Preparing daily sales report.
· Maintains supplies by checking stock to determine inventory levels; anticipating requirements; placing and expediting orders; verifying receipt; stocking items; delivering supplies to work stations.
· Maintains equipment by completing preventive maintenance; troubleshooting failures; calling for repairs; monitoring equipment operation; monitoring and purchasing meter fund
· Maintains office schedule by picking-up and delivering items using automobile.
· Serves customers by backing-up receptionist; answering questions; forwarding messages; confirming customer
· Orders; keeping customers informed of order status.
· Providing customers facilities.
· Enhances organization reputation by accepting ownership for accomplishing new and different requests; exploring opportunities to add value to job accomplishments
DECLARATION

I, Ashpak  hereby declare that the above furnished information is authentic to the best of my knowledge.

