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NAVEEN
NAVEEN.342270@2freemail.com 
 PERSONAL PROFILE:
Date of Birth
: 07-05-1990

Gender

: Male

Nationality
: Indian

Religion             : Christian

Marital Status
: Unmarried

Interests      
: Reading, Music          

                            and Travelling  

Linguistic Skills

English, Hindi, Malayalam 


	CAREER OBJECTIVES

To acquire a challenging position in a professional office environment where my resourceful experience and academic skills will add value to the organizational operations.
EDUCATIONAL QUALIFICATION
· Master of Business Administration (MBA) – Finance 2014-2016

· Annamalai University, Tamil Nadu, India

· B.Com (Computer Applications) 2009-2012 
· University Institute Of Technology, Alappuzha,  Kerala, India
· Higher Secondary Examination (Computer Science) 2008
· LMHSS, Alappuzha, Kerala, India
· SSLC 2006
· Leo XIII Higher Secondary School, Alappuzha, Kerala, India
PERSONALITY TRAITS
· Strong Communication Skills.
· Dedicated, Hardworking and Enthusiastic.

· Self Confident and Self Disciplined.

· Co-Operative and Resourceful.
· Efficient Time Management
SOFTWARE AND HARDWARE SKILLS

· Software Packages
Tally.ERP9, MS Office, Internet Skills
· Language Skills                                                                     Basics of C, C++    

· OS Familiarity

Windows(All versions) , Ubuntu, Android



EDUCATIONAL DETAILS
	Educational Qualifications
	Discipline
	Year
	Institution
	Board/University
	% of marks

	Masters in Business Administration (MBA)
	Finance
	2014-2016
	Annamalai University
	Annamalai University, Tamil Nadu
	60.5

	Bachelor of Commerce (B.Com)
	Computer Applications
	2009-2012
	University Institute of Technology, Alappuzha
	Kerala University, India
	67

	Twelfth class
	Computer Science
	2006-2008
	LMHSS , Alappuzha
	Kerala State Board, India
	78

	Tenth class
	Not Applicable
	2006
	Leo XIII Higher Sec. School,  Alappuzha
	Kerala State Board, India
	81


WORK EXPERIENCE
· Currently working as Document Controller / Contracts Close-out Coordinator at                   Al Naboodah Construction Group LLC, Dubai, UAE from November 2014 
Key responsibilities (Document Controller) :

· Filling & registering the documents and retrieval / distribution of documents for the management & project team
· Maintaining with accuracy, the register of all submittals and correspondence on the database.
· Preparing all construction submittals (SCAR, Method Statements, IR, MIR, MAR,SAR, Shop Drawings, RFIs,)

· Preparing correspondences for Consultants / Clients / Sub-contractors. 
· Uploading all approved submittals to the company server.

· Timely submission of all the submittals of construction for the Consultant review and approval.
· Working closely with the Managers and other Engineering teams.
· Ensuring that the correct controlled copies of latest approved documents and drawings are provided to the appropriate staff, subcontractors and suppliers.
· Multi-tasking numerous projects at the same time and within tight deadlines.

· Worked for both Consultants & Contractor and assisted Clients at the same time during the close out of project.
· Worked in tight schedules and completed the final handing over and other close out procedures successfully related to Dubai Police Forensic Lab, one of the biggest projects in UAE.
· Worked both in the site environment & at Head office. 

· Working with international contractors and consultants in an international environment in the construction domain.

Key responsibilities (Contracts Close-out Coordinator):

· Coordinating the close-out procedures of various projects with site team.
· Monitoring progress of close out activities like timely approval and handover of close out deliverables

· In depth knowledge regarding close out deliverables like As Built drawings, Operation & Maintenance Manuals, Training Manuals / Procedures, Testing & Commissioning, Spare Parts & Keys and Tools, Salvage/Surplus Materials etc.

· Monitoring progress of Snagging / De-snagging process of various projects.

· Preparing various weekly & monthly reports for the Management.

· Keeping updated registers & in-depth knowledge in Bonds (Performance, Advance Payment, Financial, Retention, Tender Bonds)

· Email / Phone Correspondences with various sub-contractors for timely follow up of submissions and other close out jobs.
· Keeping updated registers for Take-Over Certificate (TOC) & Defect Liability Certificates (DLC).

· Preparing & distributing minutes of meeting when necessary.

· Preparing applications for Access Passes for various Government Projects.

· Reviewing close out reports of various projects and correcting discrepancies when needed.

· Advising site team regarding the close out procedures & clarifications of doubts.

· Dealing with Clients directly for handing over of final close out submissions as per Client requirements.
Other Experiences

· As Accounts & Audit Executive for a period of 5 months (Jan 2013-May 2013) at Consult Inn Associates, Cochin, Kerala, India
· As Accounts Executive for a period of 1 year (June 2013-May 2014) at Alleppey Prince Hotel, Alappuzha, Kerala, India
· As Finance and Accounts Associate from August 2014 till October 2014 at EXL Services, Infopark, Cochin, Kerala, India
DECLARATION
       I, the undersigned certify that to the best of my knowledge and belief, the above furnished details correctly describes my qualification, work experience and myself.
Place: Dubai, UAE
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