         ABRAHAM 
Abraham.351722@2freemail.com
PROFILE:


A keen individual seeking career in any well established company which can augment my talents further. Having more than 5 years experience in office administration and marketing also, having 3 years overseas experience in office administration, material purchasing and cash controlling.
Outgoing meticulous with strong inter-personal skills, hard working and able to co-ordinate with internal and external personals / activities. Having good computer knowledge and self correspondence. 

To learn and to grow simultaneously, with a strong desire to succeed in any given field and environment.

CAREER HISTORY:

Overseas Experience

From 2012 - To Date:
Purchase and Logistic Coordinator

Wesco LLC

Mussaffah Industrial Area

Abu Dhabi

Since July 2012, I am working as Purchase and Logistic Coordinator for Wesco LLC, providing repairing and maintenance service for Oil, Gas and Power companies all over the world. Now I am handling following responsibilities.
· Logistics

· Preparation of shipping documents

· Booking for freight services

· Coordination with freight forwarders for incoming materials / equipments for servicing

· Coordination for boarder clearance

· Yard Management

· Transportation

· Staff transportation as per shift

· Drivers duty scheduling

· Vehicle maintenance

· Monitoring and reports preparation as per IVMS system 

· Purchase

· Receiving of incoming materials

· GRN and GRNI booking
· Updating and maintaining invoice register

· Update the on time delivery template on daily basis

From 2009 to 2012


Site Office Coordinator


Wesco L.L.C, 

                        Al Ain WTP.

Since January. 2009, I have been working as Site Office Coordinator for Project Operations Manager for Al Ain Waste Water Treatment Plant having the capacity of 1,00,000 M3/day. I am responsible for the following duties:
· Office Maintenance under a Site Manager.

· Maximo Tagging and Management

· Controlling CMMS (Computerized Maintenance Management System).

· Preparations of Employees wage sheets, Annual leave and other personnel related works.

· Co-ordination with Head Office and other site offices.

· Purchasing all the materials & Equipments required to the plant.

· Control of Store & Stationery.

· Control of Site Petty Cash Expenses.

· Co-operate with site Managers for site materials procurement & Distribution.

· Preparation of Yearly, Monthly, Weekly and Daily Reports. 

· Recording of daily readings and other information.

· Site correspondence.

· Dealing and distributing incoming and outgoing correspondences.

From 2008 to 2009 



Office Assistant


Wesco Abu Dhabi LLC,
                        Mafraq WWTP

During this period , I had worked as Office Assistant for Project Operations Manager for Maftaq Waste Water Treatment Plant having the capacity of 2,60,000 M3/day, with following responsibilities:

· Office Maintenance under Administration Manager.

· Controlling CMMS (Computerized Maintenance Management System).
· Preparations of Employees wage sheets and other personnel related works.

· Preparation of Yearly, Monthly, Weekly and Daily Reports. 

From 2005 to 2007
During this period I had worked as an Administrative staff in various companies with following duties and responsibilities:
· Preparations of Employees wage sheets and other personnel related works.

· Keep contact with clients.

· Handling office petty cash.

· Allocate jobs for site representatives.

· Preparation of office reports.

· Keeping office documents and personal records.

· Visit clients if necessary.

From 2000 to 2004
During this period I had worked as an Electronics Technician with various companies.
Canan Technologies Pvt LTd, Panambilly Nagar, Cochin, Kerala

BPL authorized service centre, Grand road, Mumbai

Pee Jay Electronics, South Nada, Kodungallur, Kerala.

QUALIFICATIONS:

Educational Qualification:

· Pre Degree
Christ Collage Irinjalakuda





      Calicut University, Calicut.

Technical Qualification: 

· NCVT for Electronics Engineering
      Govt. ITI Chalakudy

PERSONAL DETAILS:

· DATE OF BIRTH
           :   
02/04/1976
· MARITAL STATUS
           : 
MARRIED 

· NATIONALITY
                        :
             INDIAN

·  LANGUAGES KNOWN           :  
ENGLISH,  HINDI,  TAMIL,

                                                                                     MALAYALAM
