Urumadla 
Urumadla.355268@2freemail.com
CAREER OBJECTIVE

Keen, positive thinker and enthusiastic individual looking for a position as Office Administration/IT Support with a reputed organization, where I could exploit my past education & experience to develop, contribute and lead Company for optimum growth and development.
PERSONAL DETAILS

· Nationality


: 
Indian



· Date of Birth


:
05.06.1989

· Place of Birth


:
Hyderabad, India
· Marital Status 


: 
Single

· Visa Status


:
UAE Resident Visa.
· Languages Known 

: 
English, Hindi, Telugu & Arabic (can speak)
EDUCATION

· Bachelor of Technology (CSE) from ARJUN College of Engineering with Aggregation of 60%, Hyderabad, Affiliated to JNTU Hyderabad. 

· Plus Two USHODHYA junior college with Aggregation of 73% Hyderabad. Affiliated to Board of Intermediate of Andhra Pradesh.
· SSLC from ZPHS with Aggregation 80% Bheemaram, Affiliated to Board of Secondary Education of Andhra Pradesh.
TECHNICAL SKILLS

· Windows XP, Microsoft Word, Excel, Power point, Access.
· Troubleshooting with windows. Software and hardware installation
· Programing languages C, C++, Java, Oracle, and Photoshop.
CAREER CHRONOLOGY
· Project – 1: Shah-Habshan-Ruwais-Railway.

Client: Etihad Railway.




Consultant: PARSON, AECOME

Main Contractors: JV-Saipem-Dodsal-Tecnimont. 
Project Value: 150,469,218.97

· Project – 2: Environment Agency of Abu Dhabi

Client: EAD





Project Value: 5,745,500.00

· Project – 3: Animal Conservation Facility at Delikha – Package-1

Client: Environment Agency of Abu Dhabi

Employer: Mussanda

Project Value: 20,000,000.00

· Project – 4:  Anti Predator Fence at Sweihan @ Seah Al Salam

Client:  International Fund for Houbara Conservation (IFHC)

Consultant: Houbara Lab Design (HLD)

Project Value: 2,564,297.00
EMPLOYMENT HISTORY

For the past Three and half years I have been working in Family Group of Companies Al Ain, U.A.E as an Administrator as well as Document controller and sometimes helping to tendering section to fulfill the BOQ of Tenders.
Jobs Descriptions:
· To receive and dispatch all incoming and outgoing documents and to file them as a soft and hard copies.
· To forward all the documents to the concerned people and get their acknowledgement. 
· To keep the record of every incoming and outgoing document and able to produce to the Manager whenever he asks for it.
· To control and manage to circulate the documents and drawings to the project manager and to the concerned person and arrange the document properly so that I can produce them whenever it is required.
· To prepare credit application forms and local purchase order for various suppliers.
· To prepare Work Order / Request for Inspection, Transmittals.

· To prepare and update Organization Chart.

· To keep the records of all manpower and equipment.

· To issue internal Memos as per the instruction of General Manager/Contract Manager

· To keep records of the minutes of meeting with Client / Consultant and remind to the Managers about the forthcoming meetings.

· To keep track of acknowledgement of all the outgoing letters/correspondence from the concerned parties/employees so that no one can deny that he has not received the latter.  

Achievements 
· Possessing Valid U.A.E Driving License in Light Duty.

Hobbies
· Reading News paper

· Listening music

· Playing Chess
Declaration  
I hereby declare that all the information given above is true and correct to the best of my knowledge and belief. 

Place: Al Ain, U.A.E
Date: 15-03-2017
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