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DEEPAK 

Nationality 
:   India

Date of Birth 
:   18-Nov-1991

Cell No 
:   C/o 0505891826

E-mail 
:   Deepak.378986@2freemail.com 

Availability
:   1 Month


	OBJECTIVE

	· To develop my career by acquiring maximum knowledge, working in diversified areas

· Putting my best efforts towards the organization growth and prospects

	RELEVANT EXPERIENCE

	Mar 2016 to Present
 
	· Arabtec LLC, Dubai, UAE 
· Document Controller
· Manage and maintain all controlled company documents
· Update and control procedure documents and forms
· Check and edit incoming documents and prepare for distribution
· Create document filing and organizing systems that are both effective and efficient
· Confirm delivery of documents to proper personnel
· Collaborate and communicate with managers and project leaders
· Take charge of all document identification, classification and filing

	
	· Daily check absentee, absentee feedback and prepare the report send to HR dept.
· Residential camps day to day management

· Resignation & Termination workers corresponding

· Residential management of new/transfer arrival in the camp
· Update daily Occupancy & Record management / Reports and send it to H.O.
· Monthly Vouchers (Food, Sweet Water & Sewerage water) handling

· Distribution employee’s E-id, Insurance, & Salary cards update records and follow up pending cases
· Distribution warning letters, contract, & visa renewal papers, take employee’s sign and send it to H.O.


	2015
	· GAD InfoTech, India 
· Computer Operator
· Data Entry and file follow-up
· Ticket booking & Dealing with customers


	EDUCATION

	2008
	· PSEB (PUNJAB SCHOOL EDUCATON BOARD) – INDIA 
· Passed 10th (Matric) in 2008.
 

	2013
	· PSEB (PUNJAB SCHOOL EDUCATON BOARD) – INDIA 
· Passed 12th (Intermediate) in 2013.
· 

	2012
	· CU (CHANDIGARH UNIVERCITY) – INDIA

· Perusing Diploma from Vidya Rattan Polytechnic College.

	PERSONALITY TRAITS

	· Excellent communication, strong motivational and leadership skills

· Ability to produce quality result in pressure situation
· Strong numerical acumen

	PROFESSIONAL SKILLS

	· Determining financial objectives

· Designing & implementing systems, policies & procedures to facilitate internal financial control

· Office administration management regarding employees 

· Effective Cash Flow Management 

· Coordinating the preparation and presentations of various projects of the Company

· Coordinate the preparation of Financial Statements, Financial Reports for internal usage

· Processing of Purchase Bills of Raw Material, Asset


Declaration: -

       I hereby declare that all the above information provided by me is correct to the best 
      Of my knowledge.

       PLACE: -









       Date:                                                                                                                            Signature [image: image2.png]



