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PERSONAL SUMMERY
Highly experienced and motivated administration specialist with extensive experience working in a tertiary education setting. Looking for a stimulating role where I can apply my enthusiasm, professionalism and thorough approach to support an academic team. 

WORK EXPERIENCE

	Year 
	Designation
	Project
	Company

	Aug 2014 – Nov 2015
	Project Office Admin Assistant
	Al Ain Police & ADNOC Maintenance Project
	M/S Elenco General Contracting Est.

	Dec 2010 - July 2014
	Project Office Admin Assistant
	Al Ain UAE University Maintenance Project
	M/S Elenco General Contracting Est.

	Dec 2008 - Nov  2010
	Data Entry Operator
	Al Ain UAE University Maintenance Project
	M/S Elenco General Contracting Est.


Al Ain Police & ADNOC Maintenance Project Office Administrative Assistant (August 2014 to November 2015)

· Kept and maintained project files.

· Preparing all kind of Quotation Inquires and sending to suppliers.

· Typing Snag Reports.

· Preparing Monthly Invoices.

· Identify needs of the Project Office i.e. stationery, furniture as well as any other equipment and ensure that orders are placed.
· Ensure filing of documentation on both electronic and hard copy.
· Updating of project files from planning, execution and commissioning.
· Produce high quality typing in all documentation.
· Processing of purchase requisitions and follow-up with procurement department.
· High level of customer service through rapid response to telephone and email queries.
· High level of personal service to customers visiting Project Office.
· General assistance as required within the office environment.
· Assist on and off site as required for the Capital Work Programmers. 
· Maintain records of removal and return of documents.
Al Ain UAE University - Maintenance Project Office Administrative Assistant (December 2010 to July 2014) 
· Kept and maintained project files.

· Generate monthly progress reports.

· Helping to Project Manager for arrange tender and contract documents.
· Assist Project Managers where needed. 
· Identify needs of the Project Office i.e. stationery, furniture as well as any other equipment and ensure that orders are placed.
· Ensure that travel and accommodation arrangements are made for Project staff’s.
· Produce high quality typing in all documentation.
· Made power point presentations.

· Receiving all kind of HVAC complaints (E-mail /over the phone) and giving to concerned person/Site supervisors.

· Arranging Daily site report (Zone vise).

· Preparing all kind of Quotation Inquires and sending to suppliers.

· Coordinating with all site supervisors regarding E-mail complaints status.

· Preparing all kind of schedules in MS. Project such as Daily, Weekly & Monthly schedules (Corrective & Preventive).

· Preparing reports such as Daily, Weekly & Monthly (Site vise, Zone vise).

· Registering of Internal and External documents.

· Maintain Master personnel files.

· Undertake general office duties such as researching, filing, scanning, photocopying & ordering supplies as needed.

· Answering general queries by telephone.

· Typing Snag Reports.

· Collecting Time sheets from site supervisors on daily basis & forwarding to the Head Office.
· Managing staffs attendance for University requirements. 

· Sending online attendance to CDD.

· Managing the maintenance activities of all disciplines on a project.

· Preparing letters to CDD & sub-contractors.

· Prepare corrective and preventive maintenance schedule. 

· Generating technical correspondence and reports.

· Preparing Monthly Invoices.

· Making Monthly work Schedules for various University sites.

· Preparing Staffs Evaluation Report month base.

· Collecting and checking Engineers/Supervisors Weekly Reports.
Al Ain UAE University FMD Office - Data Entry Operator (December 2008 to November 2010)
· Ensuring report tables and listings accurately reflect data within a database.

· Entering data accurately onto computerized databases & excel spreadsheets.

· Locate and correct data entry errors.

· Arranging files and paper records. 

· Maintain logs of activities and completed work.

· Ensuring documents meet required quality standards.

· Compiling, coding, categorizing, calculating & tabulating data.

· Creating Data in excel spreadsheets.

· Occasionally carrying out various administration tasks like, photocopying, scanning, printing & filing.

· Receiving all kind of HVAC complaints (E-mail /over the phone) and giving to concerned person/Site supervisors.

· Arranging Daily site report (Zone vise).

· Coordinating with all site supervisors regarding E-mail complaints status.

· Answering general queries by telephone.

· Daily Email entry.

· Corrective & Preventive report entry.

· Making Gate Pass & Site report entry through White Link Software.

· Making Asset numbers through White Link Software.

· Preparing Snag List.
EMPLOYMENT PROFILE

Since December 13th 2008 to November 29th 2015 at Elenco Emirates Group_Abu Dhabi.
ACADEMIC CREDENTIALS
	Year 
	Course
	Institution

	March 2002
	S.S.L.C
	Govt. Higher Secondary School 

	2002-2004
	Plus Two
	Govt. Higher Secondary School 

	2004 - 2005
	DMOA & FA
	Lannet Computer Center


COMPUTER SKILLS 

· Professional in MS Applications
· Microsoft Project
1) Microsoft Word
2) Microsoft Excel
3) Microsoft Power Point
4) MS Outlook

5) MS Paint
PERSONAL DETAILS
Marital Status


: Married

Nationality


: Indian

Language Known As

: English, Hindi, Malayalam & Tamil

	SELF MOTIVATED WITH A DESIRE FOR CONTINOUS.

CAPABLE TO WORKING EFFECTIVELY FOR LONG HOURS AND HONOUR DEADLINES.


SELF APPRAISAL AND LEARNING

DECLARATION

I hereby declare that the above mentioned statements are true and correct to the best of my knowledge.
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