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MR. BOUDERDABENE

BOUDERDABENE.373319@2freemail.com   
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P R O F E S S I O N A L E X P E R I E N C E S

Administrative Coordinator

In Amenas JV Gas (O.O.C. SONATRACH-BP-STATOIL)
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20th April 2015 – Mai 2017
Project of repairing Train 03 in Tiguentourine.

- Coordination with different departments: Logistics, RH, Project, HSE,

Maintenance, Warehouse, ITC …etc.

· Monitoring and updating: Rotations Plan, Contact List of the staff.
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· Following up of the medical examination for staff belonging to Sonatrach Project.
· Update the list of PPE (Personal Protective Equipment).

· The office supply Distribution.

·  Coordinate with the Relex to make the booking of the air tickets.

· Consider the complaints of the staff and forward them to the concerned Departments (breakdowns of computer, problem in the room, etc.)

· Support for new recruits and directing them: Medical examination, HSE induction, provide the PPE.
·   Coordinate with subcontractors and take in charge of their missionaries on site.

·  Monitoring and updating of equipments list: Hardware, vehicles, radios.
·  Coordinate with the HSE Department to book for JV Defensive driving license training
·  Assist the Sonatrach’s trainees, sending their evaluation reports to the Training Department.

·  Coordinate with the Sonatrach HR department and distribute: pay slips, work certificates; Activation of Chifa cards, establishment of mission orders, follow-up of sick leaves, etc.

· Daily dispatch of the list of national flights and expats.

·  Coordinate with the security department to establish and update the list of badges of the staff of the Project division.

·  Coordinate with the Logistics Department for the repair and follow-up of insurance and vehicle vignettes of the Project division.

Data Manager / Document controller:

2012
A B B ITALY company (12 months).

Project of torched gases, Berkaoui- Ouargla (Algeria)
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Customer: SONATRACH

· Following up a software in charge of the works’ progress in sites.

· Archiving documents.

· Following up of the equipments’ tests reports, mechanical achievement systems.

ITALY

· Updating the Punch list

· Following up the test notifications.

· Reporting (weekly/monthly).

	2010
	
	WIHDA TRUCKING COMPANY HASSI MESSAOUD: 18 months

	
	
	(Logistics & transportation company: renting trucks, pick ups, tracktors trailers)

	
	
	Customers: Halluberton, Schlumberger, Trican, Mi Swaco, Weatherford,

	Hassi Messaoud
	
	
	Expro Group, Western Geco.

	
	- Managing, organizing and archiving orders for missions

	
	- Billing.

	
	- Reporting (weekly/monthly).
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2006
E.UR.L. TISSACIER BATNA, steel mill: 06 months

· Managing: budget, wages, stock, debt, accounts receivables, bank account.

· Reporting (weekly/monthly).

· Archiving.

Stock manager:

2001-2003 B.C.R. BATNA, hardware wholesale:  02 years and 04 months
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· Billing.
· Managing: orders, budget, debts, accounts receivables, stock, bank account.

· Reporting (weekly/monthly).
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E D U C A T I O N

2014
NEBOSH International General Certificate in Occupational Health & Safety (England -United Kingdom)
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IGC 1:
Management of International Health & Safety

Achieved this unit on: 24 October 2014

Master log certificate N°: IGC 1/00217724/627278

SQA Ref: UE 48 04

IGC 3:
Health & Safety Practical Application

Achieved this unit on: 09 May 2014

Master log certificate N°: GC 3/00217724/584069

SQA Ref: UE 47 04

2014
Managing Safely (Delivered by the Institution of occupational Safety and health,
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England – United Kingdom)

Cert No.: delivered on: 11 September 2014
2013
HSE Rig Pass (Delivered by the International Association of Drilling Contractors,
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Houston Texas U. S. A.)

2010
Health, Safety and Environment Supervisor

(American Certificate delivered by OSHA Academy U.S.A.)
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2008
University of Hadj Lakhdar, BATNA (Algeria)

Bachelor’s Degree in English Language and Literature

[image: image15.jpg]



2004
Final Secondary School Diploma (Baccalaureate): Literature

1999
Computer Technician

International Computer Services (a professional school rewarded international price in 2001)

1993
Final Secondary School Diploma (Baccalaureate): Natural Sciences

S K I L L S

Language:
Fluent in English, French, and Arabic

Communication:
Good

· Practical experience in administration
· Interpersonal skills
· Organizational skills
· Significant experience in developing sales and marketing
Computer:

· Ms Word, Power point
· Windows
· Internet
· Spread sheet: Excel

I N T E R E S T S

Travel, internet, reading.


R E F E R E N C E S

Available upon request.
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