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Samnad                                       
E-mail Id: samnad.375659@2freemail.com 

Objective:

To obtain a challenging career in a reputed organization, which provides excellent work opportunities where my Clerical Experience can be effectively utilized.

Work Summary:

· Currently working as “, Record Retention Controller” at Aircraft parts manufacturing company STRATA Manufacturing PJSC, Al Ain– A Mubadala Company.
· Two years completed in Mubadala as Document Controller.
· Two years’ Experience in hospitality industry (Food and Beverage Service). 
Work Experience: 

Jan 2011-to till date, Record Retention Controller, STRATA Manufacturing,

Al Ain, Abu Dhabi – A Mubadala Company
Some of the responsibility as Record retention controller handled by me as follows.
· Receiving records from production line after dispatching the part as per ship set/project.

· Cross check the records for stamps and signature for compliance of QMS requirements and Customer requirements.

· Verifying work order number with ship set and the list provided by final inspection team.

· Updating ship set tracker with right work order number as per the project

· Scanning the hard copy records into soft copy (PDF version) and save them in network drive with related project number.

· Maintaining / updating record log for each work order number by project.

· Sending the hard copies to external archiving supplier

· Notifying all quality inspectors and operators of illegible printouts and stamp prints and obtaining corrected records.

· FAI (First Article Inspection) docs uploading (after customer approval) to Enovia once received from quality engineer.

· Supporting (quality engineers) to get docs from network drive as per request
· Meet daily, weekly and monthly target of all area in the record keeping of document.

· Participate in periodic inventory of records.
Jan 2008-Dec 2010,Document Controller, Mubadala Development Company

· Taking care of transferring of internal and external Documents and Mails.  

· Receiving Payment Request and send it to Mubadala Finance Dep’t.

· Maintain both electronic and hard copies of all documents. 

·  Transmit documents to both internal and external, ensure timely processing and return of documentation.

·  Responsible for all matters related to the control of the technical documents & book binding works.

· Filing confidential documents and controlling dispatch couriers. 

· Filed away hardcopies of expense reports, invoices, and bank statements.

June 2005- Dec 2007, Captain, Hotel Renaissance, Cochin

· CollectingGust orders
· Providing proper Service

· Upscale the hotel’s promotions

· Making day to day sales reports

· Taking the role of Senior Captain in absence of him
· Also Store Management.
 June 2004 - September 2004, Trainee, Hotel Presidency, Cochin

· Well trained for setting up of covers in the restaurant.
· Grasped knowledge about different types of cuisine.

Educational Qualification:

	COURSE
	INSTITUTION/UNIVERSITY
	YEAR 

	Post Graduate Diploma in Computer Application

	LCC computer Center, Kerala
	May 2003


	Bachelor of Catering Science and Hotel Management
	Bharathiyar University, Coimbatore.

	April 2005

	HSC
	Board of Higher Secondary- Tamilnadu.
	March 2002

	S.S.L.C.
	GHSS
	March 1999

	Good exposure in Enovia, Internet, MS Office: - MS Word, MS Excel, MS PowerPoint




Hobbies: 

Cricket & Music

Personal Information:
Date of Birth

:   11.05.1983

Nationality

:   Indian

Marital Status
:   Married
Driving License
: Indian, UAE
DECLARATION

I hereby declare that the above information’s are true to the best of my knowledge and belief.

Place: ABU DHABI

Date   :                                                                                                                     Samnad 
