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Mohammed
Mohammed.371326@2freemail.com  


	Career Objective:
Looking for a suitable job in any reputed organization offering job satisfaction and a challenging work environment with vast opportunity for career development based purely upon my achievements. Having an overall experience of 12 years carrying responsibilities such as Secretary Cum Document Controller.
	

	
	




STRENGTH:
Efficient in office works with excellent typing skills, fast learner, team player, minimum supervision, good in oral and written communication, positive and hardworking, organized, resourceful, honest and willing to learn and invest time and effort to accomplish assigned task.


Career Level
	Career Level:
	Senior 


	Notice Period to Work:

Employment Type: 
	1 month 

Employee
 

	Employment Status:
	Full time




Professional Experience (12 Years)
Feb 2015 to Present:
Nascon Engineering Contracting LLC


Document Controller/Secretary /Admin 
Sept 2005 - 2015:
Project Secretary/Document Controller 
Thermo LLC, Dubai, United Arab Emirates /
Thermo LLC, Abu Dhabi, United Arab Emirates 


Company Industry: Contracting / Construction 
Job Role: Secretary/Document Controller  
Job Involved: 
Nascon Engineering Contracting LLC - Majestine Hotel Apartment at Business Bay – Damac Properties, Dubai
Nascon Engineering Contracting LLC -Rove Hotel at Port Saeed – Emaar Properties, Dubai
	Responsibilities: 
	Thermo LLC – Manazel Al Khor at Creek, Dubai
Thermo LLC  -ADNOC Hospital at Ruwais, Abu Dhabi 

Thermo LLC - Shah Gas Development ,Abu Dhabi 
Thermo LLC - Khalidiya Residential building, Abu Dhabi

· Prepare letters, internal memorandum, daily reports, presentations and other important documents like comparison sheet, Material Submittal, MR LPO etc...

· Prepare the daily activity and important documents to be signed by the Manager.
· Received and transfer important messages from clients and other important person.

· Handling and maintaining records of all internal and external correspondences. 

· Responsible for the flow and control of all documentation between the Client and the Sub-Contractor.
· Establish and maintain an effective filing, archiving and retrieving system for paper documents in accordance with the Company Quality Assurance procedures.
· Create and maintain a compatible system for effectively filing, archiving and retrieving electronic documents.
· Establish and maintain a tracking facility to enable documents to be updated and retrieved easily.
· Establish and maintain drawing register for all mechanical, plumbing, fire fighting, electrical, coordination and associated builder work shop drawings using ACONEX.
· Establish and maintain Material procurement register for mechanical, plumbing, fire fighting, electrical materials and equipment.
· Responsible for administration and clerical activities of administrative departments such as answering phone calls, preparing reports and compiling files.
· Responsible for gathering, analyzing and summarizing information to manager as required.


	
	




Educational Background
	July 2003:
July 2004:
July 2008:
	Higher Secondary Education of West Bengal Council 
Kidder Pore College, Calcutta, India

B.Com  1st Year Only 
Kidder Pore College, Calcutta, India

AutoCAD  
The Academic Council of DIA (Designer’s International Academy)
Delhi, India 



SKILLS:

Computer knowledge (MS Word, Excel, Power point, Microsoft Outlook), excellent in typing, internet


Personal Information
	Birth Date:
	08th August 1984

	Gender:
	Male 

	Nationality:
	Indian 

	Visa Status:
	Residency Visa (Transferable)

	Residence Location:
	Dubai, United Arab Emirates

	Marital Status:
Langue Known: 
	Married 
English, Hindi, Urdu, Arabic 
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