CURRICULAM VITAE

	Roopa 

	                      Email: roopa.358678@2freemail.com


OBJECTIVE:            





                                   

            
                                                                                                                                                                          

   I seek a career in an organization, which provides an environment conducive to continuous learning & provides exposure to new technologies and innovative ideas, where my skills and experience of 10 years would be utilized to the fullest potential, thereby achieving personal and professional growth along with the organization.

EXPERIENCE: (November 2009 – November 2016)                      
                                                                                                                      
Worked as Senior Engineering Technician in the Water Asset Management (formerly Asset Operational Solutions) team at WS Atkins India Pvt. Ltd

Key responsibilities:
Water Asset Management: (2009 to 2016)
· Technical assessment of water infrastructure for Southern Water of UK. Mainly working on Section 45, assessment of water infrastructure and providing the technically feasible options and providing the budget cost for the water connections as per the UK Water Industry Act 1991 via EMS (Electronic management system).
· Preparation of Guidance Manuals, templates, standard letters. 
· Training to the new recruits on the working of Water Asset Management.
· Preparing the site layout and enquiries using MapInfo, related to water capacity in the distribution networks for the new developments. Coordinating with the water and waste water modeling team for the queries and reviewing of the reports for the client.
· Technical assessment of layout drawings and the proposals from the customer’s related to the diversion of the Southern Water infrastructures and Adoption process of the private water and sewer infrastructures as per the Section 185, 102, 104 of UK Water Industry Act 1991 via EMS (Electronic management system).
· Also involved in Technical assessment, quality management of sewer connections under S106 SWIA.
Commercial Department – Commercial Administrator (Apr 2007 to Jun 2009)
· All incoming enquiries are entered into the regional SharePoint website. Proceed further on the enquiries as instructed by the Resident Director/Commercial Manager. Organize for bid/no bid meeting and prepare MoM. 
· Ensure compliance of bidding procedures to Atkins commercial guidelines. Single point for all bid documentation control.  Assist in Bid preparation. Organize bid review meeting and prepare MoM. Assisted in over sixty bids. Tracking progress on bids submitted. Maintaining bids register.

· Market search for opportunities. Prepare prequalification documents and EOI’s for various opportunities in Govt., Public and Private sector 

· Prepare and issue monthly commercial reports to the regional office (Dubai). Responding to queries from the Region (Middle East offices). 

· Handing over of won bids to Projects dept. Assist in preparation of contract agreement etc.
Marketing & Communications Department – Graphics Assistant.
	· Carryout graphic works in compliance with Atkins Visual Identity Guidelines. - Colors, mobile shapes etc.


	· Work on Photoshop for incorporation of graphic elements in the bid documents and other design documents, designs for notice boards, other display items. 


	· Graphic assistance in preparation/standardization of local office marketing collaterals, developing project experience sheets working on project images etc.
Projects Department – Project Assistant (Oct 2006 to Mar 2007)

· Project documentation as per company’s Quality Management System.

· Project co-ordination of administration function with the TL’s of local and front office team (UK).

· Calendar management including scheduling and coordinating meetings and conference calls & preparing presentations for the bidding purpose.

· Open and distribute incoming regular and electronic mail and other material and co-ordinate the flow of information internally and with other departments and organizations.

· Set up and uphold manual and automated information filing systems
· Order workplace supplies and maintain record.

· Schedule and verify appointments and meetings of managers.

· Adept at using fax machines, video-conferencing, projectors and other automated equipment.
· Well versed with software packages, such as Microsoft Word, Outlook, PowerPoint, Excel etc., produce correspondence and documents and maintain presentations, records, spreadsheets and databases;
· Ability to analyze, evaluate and recommend administrative functions and services to promote success.
· Ability to work accurately and independently with close attention to detail.
· Organize and store paperwork, documents and computer-based information; 
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