Abdul

Abdul.77291@2freemail.com   

Career Objective
· Confidant for a bright career; willing to give total support to the organisation, in order to achieve its goal and create mutual benefits.
Key Experience
· 14 years experience in the UAE as Executive Secretary /Administration Coordinator/Document Controller. Having good technical /administrative experience in engineering /construction environment.


Professional Qualification:

· 1992 
BA Degree in Economics & History - University of Calicut, Karala, India 
Computer and Training History:

· 1992 
Post Graduate Diploma in Computer Applications - LBS Centre for Science and 


Technology, India

· Operating Systems: 
DOS & Windows (XP & 2000)

· Applications: 

MS Office (Word, Excel, PowerPoint & Access),




Expedition & Hummingbird (Electronic Data System)
· Graphics: 

Photoshop, CorelDraw & Illustrator

· Programs:

C++ & Visual Basic

· Design: 

AutoCAD 
· Communication: 
Internet, E-mail & MS Outlook
2003 
Secretarial & Telephone Focus Training Course - British Council, Abu Dhabi

· Typing speed: 
55 WPM (English & Arabic)

· Languages:     
English, Arabic, Hindi  & Malayalam  

PROFESSIONAL HISTORY:

2005 to date:

Parsons International Limited, Abu Dhabi, UAE



Administration Coordinator/Executive Secretary   
1999 to 2005:

MWH International Consulting Engineers, Abu Dhabi, UAE



Executive Secretary/Document Controller
1998 to 1999:

National Drilling Company (NDC), Abu Dhabi, UAE. 



Administrative Assistant 
1994 to 1997:

Sumaco Trading & Contracting Enterprises, Abu Dhabi, UAE



Office Administrator /  Bilingual Secretary 


PROFESSIONAL EXPERIENCE

2005 to date:

Parsons International Limited, Abu Dhabi, UAE

Position:

Administration Coordinator/Executive Secretary




Abu Dhabi International Airport Expansion Programme 
Responsibilities:
· Reporting to Senior Contracts Manager and assisting Contract Administrators. 
· Carrying out all related administrative jobs particularly contractual/technical documentations for various projects/contracts.
· Preparing and maintaining specifications, tender/contract documents and agreements up to final distribution.
· Preparing and updating pre-qualification reports, tender opening forms/ evaluation reports, contracts status analysis, claims register etc.
· Preparing spreadsheets, presentations, meeting minutes, RFPs, RFIs, etc.
· Coordination, communication and support with other departments / stakeholders. 
· Manage day-to-day office communications, preparing correspondences through ‘Primavera Expedition’ and self correspondence when required.
· Electronic-transmission of document, in accordance to project distribution system.
· Carry out various functions related to project document receiving & transmittal, safekeeping & maintenance of project document archives, document imaging, and document reproduction and distribution.
· Manage and organize schedules (appointments, meetings, seminars, etc.)

1999 to 2005:

MWH International Consulting Engineers, Abu Dhabi, UAE

Position:

Executive Secretary/Document Controller


Abu Dhabi Municipality Projects

Responsibilities:


· Worked as Executive Secretary / Document Controller for various  Sewerage/Storm Water/Pumping Station projects of Abu Dhabi Municipality. 
· Assist Chief Resident Engineer and Resident Engineers.

· Handle day-to-day correspondence such as letters, memos, and transmittal notes, meeting records and self correspondence.
· Carry out various functions related to project document receiving & transmittal, safekeeping & maintenance of project document archives, document imaging, and document reproduction and distribution. 
· Preparation and documentation of various forms and submittals up to finalisation.
· Update and maintain engineering records, construction drawings, As-built drawings, material submittals, method statements, technical data and comparison sheets.
· Prepare weekly and monthly reports for submission to the client. 

· Prepare progress reports, close out reports, progress charts, schedules, etc.

· Prepare specifications and contract documents.
· Coordinate with design, construction, accounts, material and IT sections.

· Manage and organize schedules (appointments, meetings, seminars, etc.)



1998 to 1999:

National Drilling Company (NDC), Abu Dhabi, UAE (on hire) 
Position:

Administrative Assistant 
Responsibilities:
· Prepare letters, memos, invoices, quotations through directions and self correspondence.

· Maintaine efficient filing system; logging all types of correspondences  for quick retrieval and reference in accordance with company’s policy and procedure.

· Prepare progress sheets and tables; maintain charts of reports and schedules.

· Sort out and register incoming/outgoing mails from and to rigs/other sections/oil companies. 
· Maintain staff training records, compensation and benefits.

1994 to 1997:

Sumaco Trading & Contracting Enterprises, Abu Dhabi, UAE
Position:

Office Administrator/Bilingual Secretary 
Responsibilities:
· Prepare reports, statements, product specifications, submittals, invoices, quotations, L/C procedure, tender bids and taking down orders.
· Draft correspondences (Arabic & English) to local and overseas principals/clients from brief notes/oral instructions as directed and self correspondence.

· Update stock and delivery position and handle inventory control.

· Involved in manpower recruitment and human resources activities in lieu with various oil companies. 

· Involved in all type of secretarial works including office administration.
· Prepare quotations, invoices and estimation of tender bids to main contractor for electro-mechanical works.

· Document classification, sorting, filing, archiving and retrieval of document in accordance to project document indexing and filing system. 
· In charge of sales of electrical items and maintain inventory control.

· Liaison with government departments.
· Work with electromechanical drawings and documentation for tender bids.
1992 to 1994:

Worked in India

PS:
Expecting Salary: AED 9000/+
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