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OBJECTIVES

Seeking a challenging position in which I can utilize and develop my knowledge and build a career in the same field. I am self-starter, quick learner, team player and equally individual as well.
KEY SKILLS

· A successful, result oriented professional with the ability to make vital decisions and work on different tasks.

· Well versed with general administrative task, petty cash maintenance and HR support.

· Well Knowledge in Microsoft Office 2003, 2007, 2010 or Later (Word, Excel, PowerPoint, Outlook).

· Holding Professional Diploma Certificate (DOTE).
· Ability to work hard and adapt to competitive and tough situations.

· Resourceful, with the ability to organize and prioritize multiple tasks.

PROFESSIONAL EXPERIENCES

Employer
:  Future hope Electromechanical LLC - UAE
Designation 
:  Document Controller, Assistant Office Admin cum IT Technical Support
Period

:  October 2012 to till
Employer
:  Nebula Computers (Client of Wipro) - India
Designation
:  Technical Support Engineer
Period

:  September 2010 to January 2011
Employer
:  Delphi TVS - India
Designation
:  Production (Works Engineering Department)
Period

:  January 2007 to January 2008

Job Responsibilities
As Document Controller:
· Coordinate all activities related to the Document Control procedure, including technical documents,   

         drawings, and commercial correspondence.

· Input document data into the standard registers ensuring that the information is accurate and up to date.

· Generate the various document control reports as required.

· Makes sure that controlled copies of latest approved documents and drawings are given to the appropriate staff, subcontractors and suppliers.

· Maintaining updated records of all approved documents and drawings and their distribution clearly

· Maintain the documents and drawings in the Document Control office under safe custody without any damage or deterioration with easy trace ability.

· Maintaining the files and control logs as required by the project.

· Maintaining the Management information systems.

· Coordinate and follow up all project meetings.

· Preparing reports, project update & Memorandum.

· Keep records and Registration for all correspondence.

· Tracking the pending documents through weekly progress reports.
· Professionally and promptly handle day – day project administrative affairs.

· Keep Track of Material & Drawing Approval Schedules & Material Procurement Schedule.

· Forward the E mails to concern person to co ordinate and complete the trouble.
· Handling Petty Cash. 
· Liaison with the other departments / staffs.

· Prioritizing the work schedule in terms of its urgency / importance and other aspects.

· Maintaining Employees attendance record.

· Preparing Daily Reports.

· Maintaining employee ID file, issuing of new ID, renewal ID upon approval and processing all the documentary works.

· Arrangements of office stationeries.

As Office Admin:
· Provides payroll information by collecting time and attendance records.
· Resolved salary related queries.
· Filing important documents such as (trade licenses, Establishment Cards, Immigration Cards... so on).
· Preparing Invoices, Purchase orders, Quotations for Clients.
· Counting the BOQ in Drawing for Fire Fighting, Fire Alarm and A/c.
· Handling the Customers and Clients by Mailing.
· Find out the suitable Materials supplier, co ordinate and reduce the Material cost.
· Responsible to handle all data management functions of the organization.
· Supervise the work of data entry operators for accurate drafting and compiling of data as per specifications.
· Submits employee data reports by assembling, preparing, and analyzing data.

· Check Mail and forward to concern Person & attending phones calls.

· Arranging company vehicle to delivery materials to customers.

· Staffs welfare & Labor welfare.

· Co-ordination with HR and Accounts, for Employees Visa, Salary and Document related.

· Handling petty cash.

· Co- ordinate with staffs for documentation of Visa, Medical and Emirates ID.

· Receives and screens visitors and telephone calls.
· Obtains and conveys information as needed.
· Type memos and letters as requested. 
· Co ordinate with supplier for Programming and commissioning of Fire alarm system.

· Co ordinate with supplier for Testing and commissioning of Fire fighting system.

· Arranging the DCD Certificates from Suppliers.
As IT Technical Support:
·    Provide client support and technical issue resolution.

· Monitoring the health and security of the users' computers, such as anti-virus agents & others.

· Installing, Configuring and Administrating Microsoft Windows XP, Vista and 7.

· Troubleshooting, hardware & networking migrations and technical support.

· Troubleshooting network connectivity in a LAN/WAN environment.

· Requesting and coordinating vendor support.

· Handling Hardware and Technical problems of networks.

· Install, upgrade, support and troubleshoot XP, Windows 7 and Microsoft Office 2007 and any other authorized desktop applications.

· Install, upgrade, support and troubleshoot for printers, computer hardware and any other authorized peripheral equipment.

· Performs work in compliance within specified warranty requirements.
ACADEMIC QUALIFICATIONS
· Diploma – Computer Technology April ‘2006
Under DOTE Syllabus (Directorate of Technical Education), Tamil Nadu - India. 


· S.S.L.C – Secondary School Leaving Certificate April ‘2002
Under Government of Tamil Nadu Syllabus - India.
PERSONAL PROFILE 

· Date of Birth

28th May 1987 @ 28 Years Old

· Gender

Male

· Marital Status
Single
· Nationality

Indian

· Religion

Islam

· Languages Known
English, Hindi, Malayalam & Tamil (native)

Yours sincerely,

Rajick
CV of Rajick 

