 Gopal                        
Gopal.356994@2freemail.com

OBJECTIVE:
To seek a challenging position in a multinational organization .which will provide me with the opportunity to contribute creatively and positively towards the organizational objectives.

EXPERIENCE DETAILS
Working with Tarmac Soil & Material Testing Laboratory, Dubai, U.A.E, as Document Controller / Secretary since 21.01.2010 as on date.

Last Project: PMC 2 – Project D: Widening of E-10 (Abu Dhabi – Al Shahama Highway)
Client:            Department of Transport

Consultant:   Parsons International Ltd.
Contractor:    Nael & Bin Harmal Hydroexport Est. 

Job Description:

Telephone Operation

Front Office Reception

Report Typing

Preparing of Quotation

Invoicing

Filing

Accounts

As Secretary
Job Description

· Making arrangements for fixing client meetings with the Managing Director.

· Process orders, applications & requests

· VIP Customer Service 

· Record details of inquiries, & complaints

· Maintain customer confidential records

· Manage administration 

· Administrative Support

· Client / Senior manager Services

· Typed & composed legal documents & letters utilizing MS word & Outlook…etc. 

· Composed & drafted business corresponds & letters.

· Responsible for fill-in secretarial & administrative support to the association.

· Answered busy phone lines & recorded accurate message.

· Answered high volume inquiries & E-mail response.

· Coordinated fax, Mail, projects and maintained legal records.

· Assisting with the monthly invoicing process including raising invoices.

· Managing and coordinating case papers & documentation for meeting as required.

· Ability to work under pressure and tight deadlines.

As Admin Officer

Job Description

· Develop and maintain close relations with local business community in order to fulfill client’s needs more effectively.

· Review, organize and distribution of incoming/outgoing mail. 

· Handle clients’ queries and help them to meet their requirements.

· Maintain client relation & ensure customer satisfaction.

· Involve in pre / post sales follow ups.

· Coordinate in purchasing office supplies.

· Processed back office operations using MS Office.

· Communicated effectively with customers & provide them with reliable information.

· Dealt with clients directly in a systematic & consistent manner to manage expectations of service.

· Find out requirements of customers, be responsive & regularly seek feedback from them.

· Ensure accuracy of data provided to the customers at all times.

· Serves as a liaison between the customer and various departments.

· Maintain high level of customer retention. 

· Improve competitiveness.

· Improve services and accountability.

· Monitor and follow ups of the account status of the services offered to clients.

As Receiving Officer

Job Description

· Receive test samples from clients.

· Encode all the data written in the information sheet.

· Responsible for the test samples received from client.

· Schedule all the testing job order systematically and reasonably.

· Disseminates the job order to its designated sections.

· Report and submit the daily sales to Laboratory Manager.

· Entertains phone calls inquiries of clients.

· Coordinate to releasing officers for billing clients and unreleased test report.

· Monitors the overall cleanliness and orderliness in the receiving area.

· Performs all other tasks and functions that may be assigned.

The corporate giants involved in my mission there.

They served as clients, consultants and contractors for us.

Major Clients

Ministry of Public Works (MOPW)

Department of Transport (DoT)

Road Transport Authority (RTA)

Emaar Group 

Al Ghurair Centre.

Emerald Palace Group (EPG) Hotels and Resorts.
Major Engineering  Consultants

Consultant HSS

HALCROW (A CH2M Hill Co.)

Core Alliance 

Parsons Overseas International Ltd.

Major Contracting Companies 

Emirates Road Corporation (ERC)

Al Fala Road Contracting 

Amana Steel Contracting and Building 

Jasaf Building Technology LLC

EDUCATIONAL QUALIFICATION:
1994: B.Com – Madras University, India.
1991: Plus two (Commerce) – C.B.S.E. at Chennai.
1989: S.S.L.C. – C.B.S.E at Chennai.
COMPUTER SKILLS:

- Computer Accountant Course – Tally9.

- Advance Diploma in Computer Applications done from NIIT, Chennai.
-  Thorough Knowledge of Internet & E- mail.

INTERESTS:
· Like to interact with people.

·  Like traveling, reading and listening to the music.

·  Like to be with the nature.

LANGUAGES KNOWN:

(Read, Write & Speak) :

English, Hindi, Tamil & Malayalam
PERSONAL DETAILS:

Date of Birth

             :          13.09.1973

   Father’s Name


:          N. Gopal Pillai

Marital Status                        
:          Married

Nationality                             
:          Indian

Religion                                
:          Hindu

DECLARATION
 


 I hereby declare that the above written particulars are true to the best of my knowledge and belief.









                  (Gopal)

