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RESUME
Subhashini
Subhashini.364642@2freemail.com 

OBJECTIVE:

· To obtain a responsible and challenging position that will utilize my skills and adeptness in service business and enhance my knowledge and other opportunities for personal and professional growth. 
PERSONAL DETAILS:

Date of Birth 

: 
01 May 1983

Sex 


: 
Female.
Marital Status 

: 
Married.
Languages Known 
: 
English, Hindi & Telugu.

EDUCATIONAL QUALIFICATION:

	Qualification
	Board  of Education
	Year of Passing

	SSC
	P.S.M Girls High School, Bhimavaram, India.
	March 1999

	Diploma in
Computer Science
	Smt. B. Seetha Polytechnic, Bhimavaram, India.
	March 2002


EXPERICENCE:
1. Computer Operator (Madhu Chalapathi Raju Hospital, India)
Period: May 2004 – March 2006
2. Administrative Assistant (Shri Vishnu Engineering College for Women, Bhimavaram, India)

Period: April 2006 to Feb 2010
3. Receptionist Cum Document Controller(Tecton Engineering & Construction LLC, Abu Dhabi)

Period: May 2014 to Jan 2016
COMPUTER SKILLS:

· Expert knowledge in computer related operations
· Windows XP, Vista, Windows 7, Windows 2010.
· M/S 2007-word, Excel, Power Point, Publisher, Out Look.
· Internet Operations & Email handling.
Duties and Responsibilities: Office Administrator cum Receptionist
· Making Daily Attendance Report > Monitoring Staff late report attendance

· Serve visitors by greeting, welcoming, directing and announcing them appropriately

· Answer, screen and forward any incoming phone calls while providing basic information when needed.

· Receive and sort daily mail/deliveries/couriers

· Maintain security by following procedures and controlling access

· Update appointment calendars and schedule meetings/appointments.
· Contact clients to coordinate the activities of the Project.
· Perform other clerical duties such as filing, photocopying, etc
PROJECTS INVOLVED:
1) Takreer Norm Project -GASCO (Client Document Controller)

Responsibilities:-

· Responsible for maintaining, updating and archiving master and supporting document files.

· Encode all new incoming vender documents and drawings into Microsoft excel.

· Making Comment Resolution sheet.

· Scanning and Copying all original letters and send to the contractor.

· Receiving outgoing correspondence from the contractor with distribution stamp.

· Logging all incoming and outgoing letters before sending to the contractor.

2) Takreer Norm Project - GASCO (Contractor Document Controller)

Responsibilities:-
· Receive and distribute project documents and drawings based on the Document Distribution matrix to the right department and right person as per agreed procedure after Project manager’s review.

· Scan and store the approved shop drawings in the database so that the project team can access.

· Maintain records of engineering documents and drawings in hard copies and electronic files and monitor the revisions and approval status thereof.

· Records of drawings, method statement, material submittals, sample submittals, RFIs, NCRs, payment certificates, Progress reports etc.,

· Once the submittal is received from the Company, it will be taken to Project manager’s review and properly distributed by document distribution matrix to all concern departments through by Email, approved hard copies are distributed to the concern engineers & site immediately.

· To file all project documents project wise, date wise, subject wise, sender wise with sequence.

· Maintain record and control the engineering library of relevant procedures, codes & standards, specifications and reference documents, contract documents, within the secure document control area. Ensure that all documents are issued with the transmittal system.

· To organize and filing copies of hard & soft copy documents, incoming and outgoing.

· Preparing transmittals for submitting the documents to Company.

EPC for the Replacement of four Potable Water Tanks - Project –ZADCO- (Document Controller)

Responsibilities:-
· Manage a filling system by discipline

· Responsible for maintaining, updating and archiving master and supporting document files.

· Responsible for checking documents out to related parties. Re-checking them back after their return.

· Encode all outgoing documents and drawings into Microsoft excel.

· Making transmittal sheet & Comment Resolution sheet,

· Arranging transmittal Sheet, correspondence with supporting documents to their clients.

· Scanning and Copying all original documents and send to the clients.

· Receiving incoming correspondence from the clients with distribution stamp.

· Logging all incoming and outgoing documents before sending to the clients
DECLARATION 

I hereby declare that the above mentioned information is true to the best of my knowledge and belief. And I would like to grow with, be a backbone of your network and be a part of the overall development of your esteemed firm. I would take this opportunity to thank you for going through my resume and would request you to consider me to be a part of your prestigious organization.


