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CURRICULUM VITAE   

of
SHADESH 
E-mail:  shadesh.338970@2freemail.com  
 
OBJECTIVE: 

To be connected to a company that is willing to train and maximize effectively my skills and capabilities preferably a management-related position that fits my qualifications.
Personal Summary 

· Dedicated professional with Eighteen (21) years’ experience in Various Administration and Secretarial works.
· Ability to communicate effectively with people from a range of backgrounds and good presentation skills. 
· Good & quick learning Skills.

WORK EXPERIENCE:
BELHASA Six Construction Ltd. – BESIX 
November 2007 up to date 
Positions:  Administrator / Senior Document Controller          

                  Technical Officer (Tender Technical Department) 
 
Duties and Responsibilities: 
 
1.      Encoding Data of Tender details / BOQ Information in Tender Programme (in-house).

2.     Administration support to the Estimation Supervision team.
3 Lead the Document Management department, providing effective direction and motivation of the departmental staff.
4 Administer, populate and maintain the Electronic Document Management System. Act as Focal Point for Project Technical Document Control.

5 Direct and maintain current and archive filing systems with hard/soft copies

6 File and maintain the latest revision status of Documents/Drawings in Master File. 

7 Maintain an auditable record of Technical Documentation & Project specific correspondence from Contractors. 

8 Maintain a current & superseded set of project hard copy deliverables & Elect. Register.

9 Preparing Daily Progress Reports based on input from Document Control Staff.

10 Receiving and registering of all incoming and outgoing drawings, documents, correspondences & ensures the safe storage and supervise the day-to-day activities of  document management staff

11 Stamp & log them in relevant logs using in Excel spread sheets

12 Arrange appropriate distribution as per approved procedures set out for incoming and  outgoing documentation in the Project

13 Prepare weekly review status reports and mail them to respective discipline engineers/engineering manager/department head.
14 Prepare transmittals for sending to Client/Contractor

15 Coordination with Client/Design Consultant/Suppliers, etc.

16 Preparation of Tendering Documents and Follow-up

17 Develop and implement metrics which will be used to measure activity of the Document Controllers and monitor document movement.

18 Prepare, register and maintain records of bids/tenders, internal/external documents and archive data for historical purposes.

ALUBAT Middle East FZCO
December 2006 to August 2007
 
Positions: Asst. Secretary / Purchaser 
 
Duties and Responsibilities: 
 
1.      Letter typing, receiving and forwarding all the correspondence.
2.      Filling and assisting the Executive Secretary with all the correspondence work and other

       Official works of Account Dept & GM. 
3.      Preparing of the purchase orders for the production division.
4.      Preparing Delivery Notes, JAFZA In / Out Gate pass & Arranging Transportation. 
5.      Maintaining the office stationery.
6.      Coordination with Production division with their requirement
7.      Handle the Transportation Services for the Staff. 
8.      Handle the Staff Accommodation with complains by Co-ordination with landlord as per         

       Staff’s requirement.
9.      Co-ordination with Sub contracts in regards of production requirements.
10.  Handling the Reception / Customer Service area & Switchboard while with its busy  

       Schedule.
 

ARABTEC Construction Company L.L.C.
May 2003 to December 2006
 
Position: Secretary/ Receptionist / Telephone Operator / Document Controller
 
Duties and Responsibilities:
 
Projects: 21st Century Tower, Al Fattan Marine Towers (Al Fattan Properties) 
Dubai Pearl A6/A7,  JBR -3 & Dubai Maritime City.
 
1. Worked as Secretary / Receptionist / Telephone Operator with Arabtec which Projects mention above and worked as a Document Controller Cum Telephone Operator in my last project with Arabtec, the Project which was in Port Rashid – Dubai, projects belong to Dubai Maritime City.
2. Doing all Receptionist Cum Telephone Operator / Secretarial works and all document controlling duties such as receiving documents, pre-qualification, materials drawings from suppliers and sub contractors.
3. Handling the Customer Service Area, Handling Tenants Complains & giving good service via Telephone before they have another one, make sure the customers satisfaction thru the Phone. 
4. Maintaining a proper Log system for submittals and filling system

5. Typing correspondence letters, Responsible in keeping a proper filling system for all the date and confidential documents, drawings in order for the projects mention above.
5.     Coordinating with the suppliers and sub-contractors for further requirements. 

6.    Managing the reception, handling daily appointments & other secretarial duties. 
Habib Exchange Co. LLC - Dubai
November 1997 – November 2001
 
Position: Customer Services 
 
Duties and Responsibilities: 
 
1. Customer service division and In charge of Sri Lankan Customer Services Section.

2. Dealing with different Banks relating to telex transfers, remittance and all Correspondence related to remittance and transfers.
3. Maintaining a consistent service level.
4. Preparing Month End reports, GL posting, vouchers and etc. for the Exchange.
5. Canvassing Business for different Banks via Exchange. 
6. Training of Bank Staff from Foreign Banks on deputation (Staff from Sri Lankan – Philippines, Indian, and Bangladesh Banks etc.) 
 
MC Connell Dowell – Dubai
October 1996 – December 1996
 
Position: Receptionist (Temporary)
 
Duties and Responsibilities:
 
1.      Handling reception area, retrieving and filling documents.
2.      Sending faxes and checking all the incoming faxes & distributions.
3.      Maintaining the stationery items. 

Business Aid Center (BAC) – Dubai
October 1995 – September 1996
 
Position: Telephone Operator 
 

Duties and Responsibilities:
 
1. Handling the busy Switch Board & Reception area. 

2. Handling the Customers Service Area who the People are coming for job registrations.
3. Handling Customer enquires / details with there job requirements. 
4. As per staff requirements getting outgoing calls for our Clients / while there busy taking messages for the concern staff. 
5.  Retrieving and filling documents, Sending faxes and checking all the incoming faxes & distributions.
6. Maintaining the stationery items.  
Strengths 
· Good Interpersonal Skills 
· Good in Office Administration Work

· Good Communication in English

· Hard Working and dedicated, on work well Under Pressure

· Friendly and pleasing nature

EDUCATIONAL ATTAINMENT:
 
-         G.C.E.
Ordinary Level – Passed in the 1991
 
CERTIFICATION:
-         Certificate in Telephone Techniques & Communications Skills Course
(NADIA’S TRAINING INSTITUTE, DUBAI – 1995)
 
-         Certificate in Typewriting Course
(YOUTH SOCIETY, SRI LANKA – 1994)
 
COMPUTER SKILLS: - BUSINESS AID CENTRE – DUBAI
 
Proficient in following applications:
-         MS Dos 3.1
-         MS Office (Excel, Word)
-        E-mail and Internet
 
PERSONAL INFORMATION
 
Date of Birth

:  18th May 1975
Nationality

:  Sri Lankan Malay
Religion

:  Muslim.
Marital Status

:  Married
Languages known
:  English/ Hindi / Sinhalese/ Malay / Tamil
Visa Status

:  Employment Visa  
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