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Raju 
C/o-Mobile: +971505891826
Email: raju.376650@2freemail.com 
PERSONAL SUMMARY
[image: image2.jpg]



Seeking position in an effective and efficient organization with an aim to contribute positively towards the objectives of the organization to the best of my capabilities and to utilize my educational excellence in professional environment to get a sublime position in the respected field of Document Controller / Secretary.
6 Years of Professional Work Experience in United Arab Emirates (UAE) as below mentioned .
	
	
	Project  :
	Tabreed Cooling Plant,
	

	
	
	Document Controller / Secretary
	January 2009 to December 2010
	

	
	
	Organizer:
	Amana Steel Building / Special Project
	

	
	
	Project
	Shams One Company Solar power plant Abu dhabi
	

	
	
	Organizer:
	Amana Steel Building / Special Project
	

	
	
	Document Controller / Secretary
	February 2011 to December 2012
	

	
	
	Project:
	Taweelah Emal Aluminum Factory, Client : Emal
	

	
	
	Organizer :
	Amana Steel Building / Special Project
	

	
	
	Central Logistic Wear House Amana
	(Main Warehouse / Main Store)
	

	
	
	Document Controller / Secretary
	2012 to Oct 2015
	


RESPONSIBILITY & DUTIES

Principal Accountabilities:
· Type correspondence and associated documents by word processing techniques. 
· Carry out secretarial and clerical duties. 
· Monitor meeting schedules and remind all concerned parties for attending the meetings. 
· Ensure that confidentiality is maintained at all times. 
· Assist the site team with secretarial and any other administrative duties. 
· Answer phone, take messages and manage incoming and outgoing emails. 
· Maintain register of appointments. 
· Maintain all site security passes for MME staff. 
· Database  entry operator .
ON A DAILY BASIS
· Typing documents using our templates, ensuring grammatical accuracy 
· Distribution of incoming/outgoing hard copy correspondence (including attachments), filing and Scanning of same in accordance with our filing structure and procedures. 
· Ensuring that all electronic correspondence is processed in accordance with procedures. 
· Maintenance of all secretarial administrative electronic files in accordance with procedures. 
            Transportation arrangements, team holidays and absences etc. 
· Informing relevant team members/departments of team absences as necessary. 
· Recording telephone messages and passing them on by email or leaving a voicemail message. 
· Ensuring that the clear desk policy is maintained. 
· Issue, Review and update management systems documents. 
· Distribute documents to concerned departments according to distribution lists. 
· Disposal obsolete documents, and apply suitable identification to them if they are retained for any purpose. 
· Establishing, maintaining and updating master lists for procedures, work instructions and records. 
· Maintain back up copy of management systems documents at safe place and under supervised of Management Representative. 
· Ensure that external documents are identified and their distribution controlled. 
· Supports the receipt, tracking, and monitoring of documents through the use of 
standard document management programs to register documents, maintain databases, and produce logs, transmittals, and other reports as required. 
· Performs other responsibilities associated with this position as may be appropriate. 
· Coordinate all activities related to the Document Control procedure, including technical documents, drawings, and commercial correspondence. 
· Typing of site documents, and follows up of all the site needs. 
· Makes sure that controlled copies of latest approved documents and drawings are given to the appropriate staff, subcontractors and suppliers as applicable. 
Communication

· Languages: Fluent written and Spoken English, Urdu, Hindi & Telugu. 
· Problem solving: Experience with customer complaints and information system related issues. 
Computer Proficiency

· Advance use and helping tools for the work I use mostly Microsoft Office MS Word, Excel, Power Point, a n d Windows XP, and Internet applications (including e-mail). 

Academic Qualification

· Ssc: ZPHS High School AP India 
· Inter complete in sri chekra junior college year of 2005

Key Skills and abilities

· Establishing effective operating policies, lean initiatives and processes. 
· Comprehensive understanding & experience of store strategies and also inventory management. 
· Regularly achieving cost saving targets. 
· Resourceful and well organized. 
· Ability to manage multiple priorities. 
· Excellent analytical, critical thinking and strategic skills. 
· Results orientated. 
· Leadership and influencing skills. 
· Attention to detail. 
· Handling critical issues. 
· Capable of making important and strategic decisions. 
· Problem solving. 
· Communication and interpersonal relations 
Personal information:

	
	
	

	Date of Birth
	:
	14 May 1988

	Religion
	:
	Hindu

	Nationality
	:
	Indian

	Marital Status
	:
	Married

	
	
	

	Date of Issue
	:
	24th April 2008

	Date of Expiry
	:
	23rd April 2018


I hereby declare that all the details stated above are true to the best of my knowledge and belief.
Raju 


