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PERSONAL SUMMARY. 

A highly competent, motivated and enthusiasticContracts Assistant/Admin Officer/Document Controller with 8+ years’ experience of working as part of a team in a busy office environment.

PROFESSIONAL EXPERIENCE

 ENGINEERING AND CONSTRUCTION CO. L.L.C – ABU DHABI U.A.E
PROJECTS

Project-5

: EPC for BAB Far North CO2 Injection Pilot Project                                                                     
Client                 
: ADCO (Abu Dhabi Company for Onshore Oil Operations)
Designation       
: Contracts Assistant
Duration

: September 2014 to till date 

Project-4

: EPC for Nitrogen Gas Injection (Pure Case)

Client                     
: ADCO (Abu Dhabi Company for Onshore Oil Operations)
Designation     
: Admin Officer/Document Controller
Duration

: April 2014 to August 2014

Project-3

: EPC for Additional Production Manifolds at RDS-1 & RDS-5.

Client                
: ADCO (Abu Dhabi Company for Onshore Oil Operations)

Designation     

: Admin Officer/Document Controller
Duration

: October 2013 to March 2014

Project-2           
: EPC for installation of New Metering System at Asab, Bab and Buhasa Sites 

Client                
: GASCO (Abu Dhabi Gas Industries Ltd.)

Designation     

: Admin Officer/Document Controller
Duration           
: December 2012 to September 2013

Project-1

: EPC for Installation of New Acid Gas Knock-out Drum at Habshan.
Client


: GASCO (Abu Dhabi Gas Industries Limited)

Designation

: Admin Officer/Document Controller
Duration

: October 2011 to August 2013

ROLES AND RESPONSIBILITIES (AS CONTRACTS ASST.)
· Drafting Contractual and non-contractual letters to client, sub-contractors and vendors.

· Favourable Contractual Interpretation of EPC.
· Preparing Notice of Change, Order of Magnitude and Variation Proposal to client and such Project Change Requests from/to sub-contractors as required by Contracts Manager/Project Manager.
· Monitoring the contractual status of all projects and requesting for Mechanical Acceptance Certificate, Provisional Acceptance Certificate, Final Acceptance Certificate, Contracts Extension etc.

· Maintaining the record for Notice of Change, Order of Magnitude and Variation Proposal to client and such Project Change Requests from/to sub-contractors. 
· Focal point for ADCO Direct Payment System-Liaise with several vendors/sub-contractors for the submission pre-requisites for Direct Payment Request to ADCO. Submitting the required documents to ADCO and updating the vendors/sub-contractors on the payment release from ADCO.

· Updating Contracts Manager/Project Manager on the Validity of bonds in general and PBGs in particular.
· Preparing Power Point Presentations on Variations/Claims etc.
· Control and maintain the Correspondences Log in such a way that previous communications can be made use for future references in Notice of Changes, Variation Proposals and other letters. 

· Preparing claim files, Notice of Changes and Variation Proposals files.

· Distributing the to and fro correspondences communication between client, sub-contractors and vendors to the concerned. 

· Arranging meetings on contractual issues such as Notice of Changes, Variation Proposals, Milestone Payment amendments etc.among Project Manager, Contracts Manager and Discipline Engineers.

· Preparing Technical letters such as request for specific approval, technical clarifications etc. as required by the package/discipline engineer.

· Preparing SRNs (shipping Release Note) to the sub-contractors and vendors as required by Package Engineers/ Discipline Engineers.

· Drafting Consignment Clearance Authorization letters as required by Logistics Team.
· Preparing request letters for obtaining Letter of Assistance & No Objection Certificate from client.

· Preparing Interoffice Memos and other notifications for the company and for particular projects.

· Responsible for Drafting, Proof-reading and editing of various documents such as Method Statements, ITPs, Procedures, Manuals, Records of various departments like Engineering, HSE, QA/QC etc. 

· Preparing Technical Deviations, Technical Queries etc. as per the advices from senior engineers.

· Liaise with management, clients, project teams and all other parties regarding the correspondence. 
ROLES AND RESPONSIBILITIES (AS OFFICE ADMIN)
· Responsible for all Project administrative duties and responsibilities. 

· To Support the Project team as a key team player
· Handling Petty Cash for the Project.

· Preparing Timesheet of the employees.

· Arranging Training Courses, CICPA passes and Gate Entry Passes to Jebel Ali Free Zone for employees.

· Developing & implementing admin policies & procedures to improve efficiency. Involved in the creation of new companies and limited partnerships. 

· Preparing and filing dormant accounts. Updating & maintain the holiday, absence and training records of staff. 

· Raising of Material Requests, responsible for purchase orders and invoice tracking.  

· Reporting in a timely & accurate manner on company procedures & developments. 
· Teaching Basic English grammar and usage for employees who are attending PTW/ATW courses.

· Providing Spoken English training for labours and technicians for enabling them to tackle the situations 
· Organizing, preparing agendas for, and taking Minutes of all kinds of meeting.

ROLES AND RESPONSIBILITIES (AS DOCUMENT CONTROLLER)
· Co-ordination for the flow and control of all documentation between the Client, Professional Team, the   Services Contractor and any subcontractor. 

· Identify and monitor all documentation that has a dead line and advise the Project Manager of the status. 

· Transmittals are prepared as per instructions by the client and Assign transmittals to each document and sequentially file all incoming and outgoing transmittals.

· Establish and maintain an effective filing, archiving and retrieving system for paper documents in accordance with the Company Quality Assurance procedures. 

· Create and maintain a compatible system for effectively filing, archiving and retrieving electronic documents. 

· Ensure that only the latest issue documents are available for the use by superseding all obsolete documents. 

· Establish and coordinate schedule for creating databases for tracking all technical and non-technical documents and provide status update on a regular basis. 

· Receive technical drawings from various discipline engineers and accurately fill the Technical Document Register and Tracker reflecting details of the documents to be submitted to the client. 

· Distribute internally the copy of the transmittals submission according to the distribution matrix assigned. 

· Manage the electronic transfer of documents and data to internal & external clients as part of the procurement & construction tendering process. 

· Interface with all the client groups across the project on day-to-day document control issues. 
PROFESSIONAL EXPERIENCE IN INDIA

	Company
: NELCAST LIMITED- ANDHRA PRADESH.
Designation
: Office Administrator/Document Controller
Duration
: June 2008 to September 2011
ROLES AND RESPONSIBILITIES
· Responsible for the preparation of Inter Office Memos, Minutes of Meeting & Agenda for Meeting
· Drafting Business Correspondences to clients as required by the General Manager
· Responsible for all admin functions, duties and responsibilities.
· Maintaining the Attendance Register and Time sheets of employees.
· Co-ordination for the flow and control of all documentation
PROFESSIONAL QUALIFICATION
· Certification course from NCMA on CCCM (Certified Commercial Contracts Manager)
ACADEMIC QUALIFICATION
· BA (English Language and Literature) -Passed with Second Class (53%) in the year 2005 from Calicut University, Kerala, India.
· B.Ed (English Language and Literature) -Passed with First Class (65%) in the year 2007 from Calicut University, Kerala, India.
· MA (English Language and Literature) -Passed with Second Class (58%) from Annamalai University-Tamilnadu in the Year -2010
TRAINING COURSES
· H2S and Breathing Apparatus Training conducted By Emirates Technical and Safety   Development Centre (ETSDC).
SOFTWARE SKILLS
· Packages: MS Office (Word, Excel, PowerPoint, MS Outlook)
· Conversant with surfing the Net & E-mail
LANGUAGES KNOWN
· English
· Hindi
· Malayalam 
PERSONAL PROFILE
Date of Birth              :20/05/1985

Nationality :    Indian

Marital Status             :    Married

Languages Known:    English, Hindi and Malayalam 

VISA Status               :   Employment VISA

I herebydeclarethat all statements in this CV are true and correct to the best of myknowledge and belief.
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