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 OBJECTIVE:
Being an enthusiastic and self motivated individual, always open to challenge, I am looking to join in a progressive organization, which would effectively utilize my knowledge of office experience and portfolio management to analyze my skills at fostering strong team work and encouraging a healthy & communicative work environment. Dedicated and self- motivated achiever who is committed to success and adept at juggling multiple tasks in a high- pressured environment. 

EXPERIENCE:

Experience: More than 19 years of Work Experience distributes more than 7 years in UAE and 12 years in India. Present assignment as the Executive Secretary/Document Controller of a Consulting Company in UAE. I have rich experience in Secretarial and Accounting practices. Having worked in various projects, I have a lot to offer.
EDUCATIONAL BACKGROUND:

· B. A  -  University of Calicut, Kerala.

· B Ed - -University of Calicut, Kerala.
 ADDITIONAL QUALIFICATION:
· Diploma in Manual& Computerized Accounting
-Victory A.T.C. Thrissur, Kerala.

· Diploma in Travel & Tourism



-Universal Institute of Management.

· T TC






-Board of Public Examination, Kerala.
EMPLOYMENT RECORD:
Present Employer 

: Ltd, Abu Dhabi, UAE
Job Title


: Document Controller 
Duration


: 2011 February to till date
Work Description

Project


Ambulatory Healthcare Centers, Al Ain





Location

Al Ain, UAE





Client


SEHA





Consultant

HDP (Overseas) Ltd, Abu Dhabi, UAE
 Duties and Responsibilities Undertaken:
· Drafting letters.
· Monitoring all inward & outward correspondence and dispatch.
· Maintain all Correspondence Log and various Submittals.
· Attending and filtering of telephone calls.
· Preparation of Daily, Weekly, Biweekly & Monthly Progress Reports to be submitted to the concerned authorities, in coordination with the Project Engineers and other concerned.
· Preparation of Time Cards of all Staff and Workmen.
· Preparation of Store requisition & LPO Tracing/Follow up. 
· Checking of invoices.
· Coordination with all departments at Head Office/Other Site Offices on various matters.
· Familiar with Live link documentation software.

· Scanning of all incoming correspondence and linking to respective log reference.
· Internal & external distribution of documents by mail.     
Previous Employer I

: Al Meraikhi Industrial Complex, Abu Dhabi, UAE

Job Title


: Site Secretary cum Document Controller 
Duration


: 2008 – 2010
Work Description

Project


Shk. Zayed Mosque-Phase II (Grand Mosque)





Location

Umm Al Nar, Abu Dhabi, UAE





Client


Abu Dhabi Municipality

Main Contractor 
Al Meraikhi Industrial Complex, Abu Dhabi





Consultant

Parsons International, Abu Dhabi, UAE
Previous Employer II
: Ink King Trading LLC, UAE
Job Title


: Secretary cum Accounts Assistant 
Duration


: 2006 – 2007
Previous Employer III
: Ponnani Taluk School Teachers Co-op Society
Job Title


: Honorary Secretary 
Duration


: 1993 – 2005

Duties and Responsibilities Undertaken:
· Overall administration of Office and implement administrative affairs effectively in the company.
· Drafting letters.
· Handling of Site Petty Cash. 
· Preparation of Quotation Comparison for material procurement. 
· Monitoring all inward & outward correspondence and dispatch.

· Maintain all Correspondence Log and various Submittals.
· Managing and keeping all employees records and details.
· Accounting of day to day financial transactions.
· Book Keeping – Day book, Purchase Register, Sales Register, Stock Ledger, General Ledger Etc.
· Monitor cash sales and timely deposition of cash in bank.
· Monitor Debtors collection and supplier payments.
· Payroll preparation.
· Preparing Reports.
· Assisting external auditors during annual audit.
· Promoting sales.
· Conducting Director Board meeting, Annual General meeting and preparation of its minutes.
COMPUTER SAVVY:

· M S  Office Package

· Tally, Peachtree, Daceasy & Tata Ex.

Personal Information:
Name


:
Abdul 
Age & Date of Birth
: 
44, 29-05-1969
Nationality


:
Indian

Gender 


:
Male

Marital Status

:
Married
Religion


:
Muslim 
Languages Known    
 :      
English, Hindi, Malayalam & Tamil 

Fluency in Language
:
English, Hindi, Malayalam & Tamil
Visa Status


:
Residence Visa (Transferable)
References


: Will be provided upon request.
Declaration
I do here by declare that the above stated informations are true to the best of my knowledge and belief.
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