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Arun
Email: arun.380558@2freemail.com
Mobile: Whatsapp +971504753686 / +919979971283
Seeking a suitable position in a challenging environment, to apply specific

skills in making contributions to financial bottom line and chart an exponential growth path.

Roles & Responsibilities:

· Provide direct client services and assisted in provided administrative support team and maintain records & reports.
· Provide support to services which had existing client relationships and handled queries and service issues.
· Gathered & inputted information related to client
· Ensuring that all paperwork logs are kept up to date and are accurate.
· Maintaining and updating document control procedure.
· Receipt, control, storage and issue of documentation.
· Maintaining the Document central filing system.
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Professional Experience

	
	Duration
	October 2011– August 2017

	
	Organization
	Adyard Abu Dhabi LLC (Interserve), UAE

	
	Position
	Document Controller

	
	Roles & Responsibilities:
	


· Compilation &Handover of  Final Dossier as Planned Schedule.
· Preparing Monthly Reports.
· Preparing List of Quality Project Deliverables as per Project Requirements.
· Maintain & Update Project Specific Documentation register of Procedures & Drawings.
· Preparing & Compiling Test Packages.
· Maintenance of Documentation Database.
· Preparing Inspection Report & Weld History Sheet.
· To submit Quality Procedures to projects for client approval.
· To receive approval & comments of procedures and update register.
· To follow-up Project to expedite the approval & comments of procedures.
· To coordinate project related documents as part of dossier
· To submit dossier in hard copy & electronic copy.
· To receive issued for Construction Drawings & As Built Drawings.
· To check the drawings received are legible and as per transmittal.
· To  coordinate  &  transmit  red  line  marked  up  drawings  for  preparation  of  As  Built
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Drawings.

· To enter Fit-up reports & welding reports in Integrated Database Management System (IDMS).
· Prepare NDT Requisition.
· Prepare Final Release Note & Visual Inspection Report for Painting.
· To give support to Production Supervisors in tracking of weld joints thru IDMS System.
· To disseminate to production the approved for construction Welding Procedures (WPS),
ITP’s & Test Procedures.

· To raise Material Requisitions in the JDE System.
· To prepare amendment of Purchase Orders if the PO amount exceeded.
· To follow up approved Purchase Orders of material requisitions raised.
· To receive quality related invoices from subcontractors, TPI’s, Testing Laboratories and log it.
· To check invoices is having the correct & approved Purchase Orders.
· To take approval of invoices from line manager.
· To submit the approved invoices to accounts for payment.
· Reporting to the line managers expediting document status reports in weekly and monthly basis.

[image: image2.jpg]


Projects Handled

· Zadco ESP (Present)
· BP Khazzan (Tocco-Oman) Project in Fujairah.
· API Audit
· Essar ONGC
· Danagas
· L & T (Zadco, Adma)
· Adma Helidecks
· Zadco Replacement of Instrument Air & Zadco Cement Line Piping
· Zadco GLOP Project
· Rig Services
· Hyundai – Takreer Ruwais Shutdown project
· ENOC (EPCL-Dubai) Shutdown Project
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Previous Experience

	
	Duration
	October 2009– April 2011

	
	Organization
	World Star General Trading Sharjah, UAE

	
	Position
	Technical Support IT

	
	Roles & Responsibilities:
	


· Coordinate with IT sales support and assist marketing team.

· Answering to the client requisition mails and prepare quotations and send it by time.
· Interaction with client and ensure proper submission to the client.
· Give support regarding managing and configuring routers and switches.
· Give support to IP addressing and IP routing.
· Give support regarding installing and maintaining of Microsoft windows server, exchange server and windows OS.
· Invoice preparation and submit to the client.
· Follow up with client regarding PO and invoices.
· Reporting to the line manager expediting sales status.
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Previous Experience

	Duration
	
	
	March 2008 – August 2009

	Organization
	
	CMS Computers Ltd Mumbai, INDIA

	Position
	
	
	Trainee IT

	
	
	
	
	
	

	Scholastic Credentials
	
	
	
	
	

	Degree
	
	
	Bachelor of Engineering (B.Tech with 61% Mark), Mount Zion

	
	
	
	College Of Engineering & Technology Kadamanitta, India

	
	
	
	

	Specialization
	
	Computer Science

	Year of Completion
	
	June 2007

	
	
	
	
	
	
	

	Skills
	
	
	
	
	
	

	
	Document Management.

	
	JD Edwards Oracle
	
	
	
	
	

	  Integrated Data Base Management System IDMS.

	
	MS Office.
	
	
	
	
	

	
	CCNA,MCSA.
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	
	

	Personal Information
	
	
	
	
	

	Date of Birth
	07-04-1985
	
	
	

	Nationality
	
	Indian
	
	
	

	Languages Known
	
	English, Hindi &Malayalam
	
	
	

	Visa Status
	
	Visit Visa valid up to April 3rd 2018.
	
	
	

	
	
	
	
	
	


