[image: image1.jpg]


SOVANA 
Email: sovana.380016@2freemail.com 
Personal Details:
Gender: Female | Nationality: Indian
Marital Status: Single | Date of Birth: 14 January 1991


SUMMARY
· Highly-resourceful professional with overall two years' experience in the Construction Industry to manage diverse projects and surpass timely deadlines
· Excelled in coordinating with high-level clients with the ability to prioritize daily tasks and support business at large to improve workplace communication and efficiency
· Excellent typing skills with maximum accuracy and adept at spelling and grammar to verify business reports
· Acumen in construction planning, scheduling and estimating the budget with respect to project specification

· Expert in overseeing construction projects ranging from small to large scale include planning, evaluating and monitoring resources

· Immense knowledge of local construction methods and industry standard construction guidelines

· Ability to manage and coordinate all construction activities and ensure that deliverables are achieved in regard to safety, quality, cost and profitability
· Ability to work well in a team environment with exceptional interpersonal, organizational and negotiation skills that create a productive work environment
· Technically conversant with Microsoft Office tools and proficient in English
EDUCATION

· Master of Arts in Mass Communication and Journalism from Sikkim Manipal University, Siliguri, India in 2016

· Bachelor of Honours Degree in Mass Communication and Journalism, Gyan Jyoti College in Siliguri, India in 2013

WORK EXPERIENCE
Administrative Executive 







        March 2014 – March 2016
Khusendra Construction, West Bengal, India
· Implemented workplace initiatives and processes to develop efficiency and deal with clients at all levels
· Collected and coordinated the flow of internal and external information
· Coordinated with project management staff to review all projects
· Organized special events and functions at the office premises and also outside
· Coordinate with various departments and maintain track of all project schedules
· Prepared an effective work schedule and maintained regular visits to construction sites
· Monitored an effective construction quality control program and ensured compliance with all construction regulations
· Prepared required documents and established quality of all construction work in all contracts
· Ensured adherence to all design and construction regulations for all new buildings at various locations
· Performed meetings for projects and issued various construction documents to set bids
· Coordinated with clients and recommended changes and handled documents of construction activities
· Participated in various construction progress meetings and maintained records for all construction procedures
· Handled following up with customers and supervising the efficient working of all employees
· Ensured compliance with safety requirements and monitored projects from conceptualization to implementation
SKILL SET
	· Team Leadership

· Strategic Planning

· Conflict Resolution

· Staff Administration
	· Safety Guidelines

· Report Generation

· Customer Support

· Time Management
	· Critical Thinking
· Client Coordination

· Employee Supervision

· Database Management


AVAILABILITY
· Willing to relocate to UAE within three months
· No bond with the current employer


