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 DHISHEB
 Email
: dhisheb-393938@2freemail.com 
Objectives
Looking for further advancement where I can expose my abilities and experiences as well as my knowledge that I have attained in the field of my education to a strong fast- growing firm, where, to fulfill the desires of meeting the requirements of satisfaction with a real value of my services. 

Profile Summary

I have Eight (8) years of experience in Construction field. During this period I got practical exposure to various aspects of Electrical & Instrumentation Projects and Material Submittals, Method Statements, Technical Submittals, Drawings Submittals, Site Clarification Requests, Subcontractor Approval Requests etc. Prepare and update log sheets for Submittals, Transmittals, RFIs, RFTs, IMDS, incoming and outgoing correspondences. & establishing and maintaining the Document Control Centre for handling all engineering documentation and communications.
EXPERIENCE IN SAUDI ARABIA

Duration


: March 2011 to January 2019
Role



: Sr.Document Controller

January 2017 to January 2019
Project



:  KAIA (King Abdulaziz International Airport)

Client 



:  Advance Vision Co. Saudi Binladin Group of Companies

Main contractor

:  GACA (General Authority of Civil Aviation)
January 2016 to till 2016 December
Project



:  RABIGH PHASE II PETROCHEMICAL PROJECT

Client 



:  PETROFAC

Main contractor

:  SAUDI ARAMCO
December 2014 to 2016 January
Project



:  SADARA GAS SUPPLY PROJECT 

Client 



:  Marafiq Sea Water Reverse Osmosis

Main contractor

:  SIDEM/ Veolia Water Solutions & Technologies
April 2014 to 2014 December
Project



:  SADARA GAS SUPPLY PROJECT 
Client 



:  Saudi Basic Industries Corporation (SABIC)

Main contractor

:  e-TEC Arabia.Ltd.
March 2013 to 2014 April
Project



:  Jubail Export Refinery Project (Package 8)

Client 



:  Saudi Aramco Total Oil Refinery Project (SATROP)

March 2011 to 2013 March
Project



:  Jubail Export Refinery Project (Package 5A)
Client 



:  Saudi Aramco Total Oil Refinery Project (SATROP)
Main contractor

:  Technip Italy 

Description of Work
· Preparation of Submittals to Consultants for approval: Material Submittals, Method Statements, Technical Submittals, Drawings Submittals, Site Clarification Requests, Subcontractor Approval Requests, etc.

· Prepare and update log sheets for Submittals, Transmittals, RFIs, RFTs, IMDS, incoming and outgoing correspondences.

· Update on a daily basis the Engineering Deliverables Register.

· Ensure that the documents are stamped appropriately, e.g. IFI, IFR, IFC, IFA, CONTROLLED COPY, SUPERSEDED, etc…

· Ensures that revised documents and drawings are distributed to the same locations as the original issue. 
· Ensures that the previous revisions are marked either “obsolete” or “superseded”

· Filing of incoming and outgoing correspondence, invoices, documents etc. in soft and hard copies.

· Establishing and maintaining the Document Control Centre for handling all engineering documents and communications. 
· Ensure that documents are properly processed (logged, distributed, archived or destroyed). 

· Uploading, downloading and electronic distribution of all the submittals and correspondences.
· Documentation from hard to soft copies and vice versa.  Preparing PDF format either from hard copy or converting from other soft copy format and keeping good records of the same for easy retrieval.
· Assisting the Planning Engineer in the preparation of monthly progress report.

· Controlling the reproduction and distribution of drawings and specifications to the concerned departments.

· Maintaining and controlling a large number of correspondences and reports as well as other information in order to keep the project in a very good record.

· Responsible for day to day office administration.

· Typing letters faxes, minutes of meetings etc.

· Correspondence with customers and clients.
EXPERIENCE IN INDIA

· Worked as a Senior Sales Executive  

(Authorized Dealers of Nissan & Volkswagen in Kerala)                             2010-2011        

·   Worked as a Senior Sales Executive  

 
(Authorized Dealers of Maruti Suzuki & Hyundai in Kerala & Chennai)     2009-2010                                                                                             

· Worked as an Area Manager 

 (G-Tec Education ISO 9001:2008 Certified)                                                2007-2009
· Worked as Accountant 
 
(Authorized Dealers of Maruti Suzuki & Hyundai in Kerala & Chennai)     2006-2007
· Worked as  Accountant in  





       2005-2006                    

Relevant Skills                                                                                                                                                                                           
· Hard working, self-confident and good planner

· A good team player 

· Having sense of Social Responsibility 

· Excellent verbal & written communication skills 
Interest and Activities
· Reading books,
· Playing out door games
· Browsing internet
Educational Qualification

	EXAMINATION
	SCHOOL/INSTITUTION
	YEAR

	Front Office Management 
	Govt. of India, Thrissur, Kerala
	April, 2006

	Computer office clerk
	Govt. of india, Thrissur, Kerala
	April 2005

	Degree B.Com
	Shobhit University
	 2011 - 2014

	Plus Two
	Kerala State Syllabus                                                
	   2000 - 2002

	S.S.L.C
	State Syllabus

	   March- 2000


Computer Skills

· O/S : Windows 98/2000/XP/2007/Vista/7/8

· Tally 7.2

· Diploma in Computer Application  (Microsoft Word, Excel, Power point, System Assembling, Installation, Troubles shooting & Networking)
Personal information 

Gender 


: Male

Marital status


: Married 

Age & Date of Birth

: 34, 16 - 05 - 1985

Nationality


: INDIAN

Language Known
 
: Malayalam, English, Hindi, Tamil

Passport & Visa Details 

Date of Issue


: 23-10-2016

Date of expiry


: 23-10-2026

Visa Status 


: Visit visa valid till 10th Sep 2019

Declaration

I hereby declare that the above furnished details are true in best of my knowledge and belief

Place: 

Date:
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