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Seeking an opportunity with a reputable firm, where I can utilize my skills and experiences to meet the needs of the organization and offer me the opportunity for potential growth and advancement while keeping the firm’s integrity, success and best interest ahead of my own. 



	Exam passed
	Institution/university
	Board/University
	Year of Pass
	% Marks

	Diploma in Industrial Safety
	Annamalai University
	Annamalai University
	December 2002
	First class 

	Diploma in Mechanical Engineering
	The Karur Polytechnic

Karur. 
	Department of Technical Education,Tamilnadu.
	April 2001
	87.3

	SSLC
	National Higher Secondary School, Tindivanam.
	Department of Government Examination,Tamilnadu.
	March 1995
	73.8



· Worked as Contract Administrator in International City site Dubai under IMDAAD Facility Management Company from February 2010 – till Oct 2013.


· Billing to International City on Maximo, for the services provided

· Preparation on Monthly Internal reports

· Safe custody of service acknowledgements

· Providing supporting documents to Clients, upon request

· Preparation of daily/monthly summary reports

· Supporting the Finance Dept., on queries

· To update the Management on relevant data

· Ensure 100% generation of Invoices, for the available data

· Creates purchase requests for direct purchases as required in Maximo

· Responds to clients complains and identifies prevention solutions.

· Administers day to day activities in all departments. Provide administrative and clerical support as necessary, including composing and editing correspondence as directed. 

· Liaises with HR, Finance, business units and 3rd party clients within Free Zone


· Attends to telephone calls, E-mails, faxes, work orders as appropriate and passes on to concerned client’s
· Worked as a Mechanical Safety Officer in Fast track Contracting from July 2005 to Jan 2010.

JOB RESPOSIBILITIES

· Review of safe work procedure.

· Review of job safety analysis.

· Review of Emergency preparedness plan.

· Monitoring safety behaviors at the ON JOB SITE.

· Responsible for safety performance of the plant.

· Assuring Safe & Health Environment for working through conducting safety meeting, safety complaining & safety audit on a regular interval.

· Responsible for comply the entire statutory requirement & informing Management about amendment.

· Looking after requirements of PPE and updating them.

· Conducting safety Awareness program at project site.

· Conducting  Safety training for Engineers, supervisors & Managers.          
· Worked in Delphi TVS Diesel System Ltd, Tamilnadu, INDIA from Jul-2003 to June 2005 in Factory Production Department.
AREA OF EXPERTISE

         * Operation Honing, Lapping & Grinding Machines

         * Operating Knowledge in Heat assembly & sub assembly 

         * Rejection Analysis 

KNOWLEDGE 

         * Established output as per cycle time

         * Environmental Policy

         * JIPM-Total Productivity Maintenance 

         * 5s Technique for good house keeping

         * JIT Techniques

PROJECT WORK

Worked on a project title “Design and Fabrication of Tyre Pump’’ in the Karur Polytechnic at Karur.

	ADDITIONAL SKILLS


· Hard working and dedicated with ability to handle pressure
· Positive attitude and store belief in team work. Willing to take any challenge at work and to         learn new skills.

· Ability to get along well with people at all level and Communicate effectively, have strong interpersonal and convincing skills
· Prioritizing work in a productive and effective manner

· Worked efficiently with diverse groups of people

· Friendly nature and pleasant personality

· Fast learner 

· Enjoy working with other people, Enjoy encouraging others and developing rapport.

        Age                                                  :            34
              Height                                              :            175cm                    
              Nationality                                       :            Indian

              Religion                                           :            Muslim
              Mother Tongue                                :            Tamil     
              Gender                                             :            Male

              Marital status                                   :            Married
              Languages known                            :            English, Hindi and Tamil

 Packages Ms Word, Ms excel, Power point, Email & Internet.      
                
I hereby declare that the above information is true to the best of my knowledge and correct.
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