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JAYAKUMAR 

Sharjah / United Arab Emirates 

Email: jayakumar.374093@2freemail.com 
________________________________________________________________________________________
Overview

Qualified with over 16 years of varied Document Management systems and Administrative work experience and proven ability to handle and manage project office environment with contract value of 260 Million AED projects and 65 Million KWD projects. 
Objective – To obtain a position as Office Administrator / Senior Secretary / Senior Document Controller in a people-oriented organization with a challenging environment, to achieve the corporate goals, and to maximize my skills and experience.

■ Core Knowledge and Functional Skill Areas
· In depth knowledge of Microsoft Office suites and internet telephone operations.

· Relevant experience in software applications such as  ERP, Maximo, Page Maker, Corel Draw, Adobe Photoshop, etc.
· Quick learner of new software applications.

· Word processing 

· Proficient in spelling and grammar in English.

· Professional verbal/written communication skills.

■ Personal Attributes
· Accuracy | Excellent organizational skills | Confidentiality | Planning and Time management

· Initiative | Reliability | Stress tolerance | Customer-service orientation.

· Willingness to work in a flexible schedule and high workload.

Qualifications
Academic

Bachelor Degree in Commerce 

           (B.Com)-University of Kerala, India

Technical Courses




Diploma in Computer Applications.








Accounting in Computer

Training Courses




Time Management


Planning

· Leading & Managing People

· Commitment & Ethics

· Business Writing
· Creative Thinking & Innovation

Language Proficiency

:
English, Arabic, Hindi & Malayalam 

Personal Data
Date of Birth


:
30 - 05 - 1975

Nationality


:
Indian

Driving Licence Status

:
Valid Driving Licence from Kuwait
Visa Status


:
Transferable 
Passport No. & Expiry Date
:
J5341003 / 08.02.2021
Work Experience
1. Company Name: - M/s Kharafi National, Dubai, UAE.

Designation: - Dept./Office Administrator
Period: - March 2017 to till date.
Project:  EMAAR Dubai Hills District Cooling Plant Project, Dubai, UAE 

               (Contract Price 260 Million AED)
· Prepared and organized paperwork and other materials as needed for meetings, conferences, travel arrangements and expenses reports.

· Maintained office scheduling and event calendars.

· Composed, typed, and distributed meeting agendas and minutes, routine correspondences and reports.

· Set up and handled incoming mail and office filing systems.

· Collected and coordinated the flow of internal and external information.

· Controlling the lifecycle of Documents and be focal point for all Document Management matters

· Ensuring that the various Business Teams comply with the Document Management Procedures and that these are kept in line with the QMS

· Populating, controlling and administering the Electronic Document Management System (EDMS) and to provide training where required

· Prepare Project Status Update and Summary reports.

· Perform administrative works to the project team.

· Act as Project Coordinator and as a Personal Assistant to Senior Project Manager.

· Supports audits for quality assurance, internal technical reviews, client reviews and ISO Standard audit.

· Monitor proper classification & sorting of documents, archiving and retrieval in accordance with project document procedure.

· Performs other similar or related duties assigned such as preparing self – correspondences, progress reports, and status sheets.

· Liaise with QA/QC Manager in formulating procedures and work flows in line with the Project requirement.

· Assists with the development, implementation and interpretation of project document control procedures.

2. Company Name: - M/s Alghanim International, Kuwait.

Designation: - Senior Document Controller
Period: - Dec 2015 to Feb 2017.
Company profile: Alghanim International is One of Kuwait’s most prominent civil, electro-mechanical, engineering and contracting companies and classified by the government as a category 1 contractor, the highest rating - ISO 14001:2004 certified and BS OSHAS 18001: 2007
Project:  Lower Fars Heavy Oil Development-KOC-Petrofac (Contract Price 65 Million KWD)
The Lower Fars Heavy Oil (LFHO) Development Project is targeted at a large heavy oil accumulation of approximately 7 to 15 billion barrels oil-in-place located in a desert area in North Kuwait. The scope of work is to build Infield Satellite Stations, Central Processing Facilities, Export Oil Facilities including 42 buildings and associated civil, mechanical, electrical & instrumentation activities.
Nature of Work

· Supporting technical projects and departments.

· Receive, catalogues and stores hard copies and electronic copies of all technical drawings, reports and related information in an orderly manner, in line with policies and procedures.

· Allocates and controls the document numbering system for the project work.

· Works with precision to ensure that all electronic and hard copy filing is accurate and is easily retrievable.

· Responding in a timely manner to requests to retrieve information, information searches and general requests for support from project/department personnel.

· Accurately update information as required.

· Control all aspects of project documentation on multiple simultaneous projects, utilizing various control methods/systems.

· Prepare, operate and update Document Control Procedures in line with the Company’s Document Management System.

· Produce and maintain Document Progress Reports to Project Managers.

· Create Document Control and correspondence folders for individual projects.

· Ensure all templates used with the department conform to the Company standard.

3. Company Name: - M/s Kharafi National, Kuwait.

Designation: - Dept./Office Administrator
Period: - Aug 2007 to Nov 2015
Company profile: Kharafi National is an ISO 9001:2008 Electro-Mechanical company and operates in full   compliance with ISO quality assurance systems and procedures.
· Worked in Kharafi National EPCM Projects, Facilities Management Projects, and Equipment Division.

· Project Details: - Amiri Terminal Construction Project, Al-Babtain Tower Construction Project, Capital Tower Construction Project, Kharafi Villa Substation Construction Project and Maintenance Project.
Nature of Work

· Provides support in the preparation and management of technical documents related to company procedure.

· Provides major support in the preparation and management of the plans and schedule, with monitoring of the identified milestones and implementation of any necessary corrective actions.

· Provides major support in the preparation of QA procedure documents, taking into account the procedures implemented by the QC teams.

· The performance of the acceptance criteria tests, including contributions to the definition of the corresponding acceptance test facilities.

· Preparation of Monthly invoice in ERP.

· Various Monthly reports, returns, billing, etc.

· Email – receiving and sending

· Accommodation, transport, & ticket arrangement, meeting notes, etc.

· Salary statement and overtime statement through ERP.             

· Prepare and keep log for all Correspondence, Submittals, Inspection Request, Material Delivery, etc.

· Preparation, Updating and Closing of Work Orders of Equipment.

· Coordination of all project activities

· Correspondence, Maintaining confidential files/records, etc.

· Document Control as per Kharafi National ISO Procedure.

· To communicate with suppliers and sub-contractors.

· All office administration works.

4. Company Name: - Binnie & Partners (Overseas Ltd) in association with
 The Associated Engineering Partnership, Kuwait.
Designation: - Secretary
Project: - Supervision of Subiya Water Distribution Scheme Works (MEW)

Period: - Dec, 2003 – July, 2007
Nature of Work

· Secretarial work for Resident Engineer and Senior Pipeline Engineer

· Assistance to Planning Engineer for preparing Project program, Cash flow chart, Concrete Schedule, Pipe Laying Schedule, Work Progress, Monthly Report, etc.  

· Acceptance of all incoming mail and logged into the “Incoming Document” register with date and a unique reference number.

· Monthly Project report such as welding report, survey report, pipeline inspection report, civil inspection report, etc.

· Various monthly reports, returns, billing, etc.

· Email – receiving and sending

· Accommodation, transport & ticketing arrangement

· Salary statement and overtime statement.

5. Company Name: - M/s Best Trading Company (Member of Abdul Latif Ali Alisa Group, KSA & Kuwait).

Designation: - Accounts Clerk
Project: - Joint Operations (Kuwait Gulf Oil Co. and Aramco Gulf Oil Company, Al-Khafji – KSA) 

  Joint Operations (Kuwait Oil Company and Chevron Texaco), Wafra, Kuwait; 

Period: - Dec 2000 - Dec 2003
Nature of Work
· Fleet Control, Service and Maintenance of Vehicles, Arrangement of Drivers and other Technicians, Meeting with JO Officials, All Fleet correspondence and Reports, etc.

· Accounts Statements, project reports, budget, reconciliation, Cash vouchers, Petty cash & Cash Statements

· Purchase Register, Sales Register, Spare Parts purchase orders, Monthly Vehicle Service report, Parts Inventory, various monthly reports, returns, billing, etc.

· Salary statement and overtime statement.
· Planning and preparation of new vehicle fleet and assignee list, Insurance and Claim Settlement.

6. Company Name: - KRISHNA COMPUTERS, Mumbai, India
Designation: - Accountant cum Computer Operator 

Period: - April 1998 - Feb 2000
7. Company Name: - Prudential Developers Pvt. Ltd., India
Designation: - Accountant cum Computer Operator 

Period: - Jan1997 - March 1998
8. Company Name: - Coramandel Petroleum Pvt. Ltd. Cochin, India
Designation: - Accountant cum Secretary
Period: - Sept -Dec1996
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