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JISHA
Email: JISHA.350264@2freemail.com 
Personal Data:

Date of Birth   : 30/12/1985
Gender            : Female.

Nationality      : Indian

Marital Status: Married
Visa Status    : Husband sponsorship
Passport Details.

Place of Issue: Dubai
Date of expiry:14/03/2020
Languages Known
 English 
 Hindi  

Malayalam

Tamil
	  Career Objective :
To be associated with a leading and progressive organization which would give me the best opportunities to improve and utilize my skills and knowledge. To give priority to the organization’s needs, get the satisfaction of my work and be a part of the team that works dynamically towards the growth of the organization

Professional experience in brief: 
Worked as a Documentation Controller(MBB outdoor, IBS project )& also as a Project Assistant(GPON Project) in Huawei Technologies, Dubai Academic city starting from June-2013 to the end of Feb2017
3+ years experience in In- Building solutions project which includes both TI and DAS works, responsibilities was depending on all documentation part and varies system mainly the Itools (ibuy, isite, iresource etc), also worked on the PO issuance to the suppliers and also coordinating with the team to maintain a proper and controlled budgeting of the project. Now Huawei has launched a new improved system called ISDP( Integrated service delivery platform) which is a very much developed system that achieve orderliness, high efficiency and visibility of service delivery. We already started implementing all the project related work through this integrated system currently.   
Worked as a Documentation Coordinator in Hayat Communications, Jebel Ali FZE starting from Feb-2008 to the end of Jan-2013

5 years of experience in Telecom Implementation section of projects in coordinating with the team members with the assigned project. Also responsible in tracking system, make sure that various other activities are going well & maintained accurately.  Preparing and maintaining proper site documents (Particularly Installation, Commissioning & Integration) of sites, providing relevant reports timely and regularly. Presently our company is working as a subcontractor for HUAWEI (Telecom Company). We have also been rewarded with the Praise certificate by HUAWEI for our best performances to them.

Academic Record:
· Bachelor’s Degree in Electronics & Communication Engineering (June 2003-April 2007. ANNA University, Tamil Nadu.

· Senior School Certificate Examination -2003

Indian Model School, Sharjah UAE

· Secondary School Examination -2001

                 Indian Model School, Sharjah, UAE

  Technical Skills:

Language –C , C++  & .Net

Platforms worked on- MS Windows 98/2000/XP

Basic Computer networking, Internet and E-Mail.

Operational Knowledge in MS Office.

	


Experience Details:

Company: Huawei Technologies FZ-LLC, Dubai
 Huawei is a leading global information and communications technology “ICT” solutions provider. Huawei is committed to creating maximum value for telecom operators, enterprises and consumers by providing competitive solutions, services and products. Huawei’s vision is to build a better connected world.
Worked as a Documentaion Coordinator in MBB,  IBS  & GPON projects .
Job Profile includes the following:-
· As per the agreement with the Customer(Du) the budgeting is prepared and the POs are issued before work completion.
· All the On Air sites BOQs are prepared and submitted for the approval of the Customer(Du) for the sites Acceptance certificates to claim.

· The main tracker is updated in parallel with all the details of the sites for the particular project which will also help when coordinating with Customer (du).

· Once documents are approved these are archived in folders according to Huawei standards and procedures.

· To avoid issues for the PO Quantity if there is chance of exceeding we are always maintaining trackers to control which will be effective for the project.

· All the PO are issued before the work is completed maintaining the budget for suppliers through the itool systems.
· Once the POs are issued the MR (Material request) is processed and also confirm if they collected the material s from the Huawei warehouse within the time limit, same time we check the system as they need to site sign.
· If any case there is issue for applying the PO depending on quantity then the PR pool is revised with the approved budget itself.
· Good coordination is maintained with the team to handle and solve the issues.

· Always maintaining the monthly target and also successfully fulfilling the requirements of the Customer (Du) to bring a strong relationship.
Company: Hayat Communications Intl FZE, Dubai
Hayat Communications is a turnkey Contractor for GSM Network in UAE. At Present we are working for the Nokia-DU project in Dubai.

Worked as a Documentaion Coordinator in the projects department.

Job Profile includes the following:-

· Keep track / Follow up with the SAQ, CW & TI team on daily progress of the project and generate reports for the Management and Customer.

· Keep good customer relationship and attend to their needs / requirements on daily basis.

· Ensuring the quality standards of the Reports / Documents submitted to Customer. Receive Site Technical / design reports from the customer, take necessary action if any comments or updates required.

· Interfacing with the consultant on Site Design & permitting issues with the local authorities

· Site Documentation – Preparation of site folder as per Customer standard & requirements. Coordinate and collect all site related documents from the team and ensure the document delivered are as per the standards. Keep good control of the documents. 

· Ensure all the documents / reports are submitted to Customer, also to ensure the documents are available on customer online tracking system.

· Site Acquisition, Follow up Site acquisition reports such as lease contracts, request for power, No objection certificates, aviation approval, and Construction permits.

· Updating the tracker on daily basis to the management, Clients & Customers.

· Evaluation of the drawings with the help of a drafting team.

· Involvement & Follow-up on the drawings submission and their approval.

· Documentation controller for the documents.

· Coordinate the deployment process with network suppliers (Nokia), BTS Delivery, MW acceptance, BTS commissioning.

· Responsible for following up and achieving targeted milestones of the implementation projects.

· Coordination and supervising the supplier’s activities.

· Coordination for billing purposes.

· Problems solving or escalating to the correct group/team.
Competencies      
· Team approach to meet challenges

· Good at strategic planning to meet goals and objectives

· Innovative attitude to problem solving

· Aiming at excellence in work through self motivation

· Optimistic in nature.

Declaration      
I hereby declare that the details above mentioned are true to the best of my knowledge.
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