CURRICULUM VITATE
Personal Details

Sebastian
Sebastian.141108@2freemail.com 

CAREER OBJECTIVES: 
                To work in a professional environment and be able to utilize my skills and abilities in the industry                                                           that offer professional growth while being resourceful, innovative and flexible for the enhancement of my                  capabilities and optimization of my knowledge  
WORK EXPERIENCE 
More than 5 years of rich working experience in reputable companies in Oman and Abu Dhabi mainly but not limited of Administrative, Office responsibilities and accounting works
 G S ENGINEERING & CONSTRUCTION
Project  Site                            :  Green Diesel 

Department                            :  Main & Site Office
Position

       :  Office Assistant & P.T.W Coordinator
Duration

       :  10th Jun 2009 to 25th Sep 2010
RESPONSIBILITY :
· Preparation of Zip file containing native files of engineering and vendor technical documents, conforming to proper T-number file naming convention and the allowed maximum file size.

· Ensuring document management procedures and work method are followed.

· Interfacing with the project team and subcontractors in resolving problems and issues relating to documentation. 

· Tabulates and post data in record books, receive cash receipts/invoices and saving it in computer, maintaining all financial records update.

· Liquidation of cheque payments from suppliers with receipt voucher and its supporting papers/documents.

· Registering and distributing all incoming mails, faxes and letters.   
· Administrate staff villa, responsible in assisting personal needs and problems.

DONG IL INDUSTRIES & PARTNERS LLC 
 Name of the Project              :  SOHAR AROMATIC 

Client
                                     :  AROMATIC OMAN LLC

Duration
                      :  Feb 2008 to May 2009
 Position

        :  Office Assistant / Administrative Assistant
· Updating and maintaining the documents management system registers and logs.
· Registering and distributing incoming mail in cooperation with clerical/Admin staff.

· Generating reports from documentation data held on in project space.

· Responsible in proper filing of documents/drawings and daily inter-department circulation.

· Prepares request of procurement fund for all site purchasers.

· Interfacing with the project team and subcontractors in resolving problems and issues relating to documentation.

· Responsible for control of file numbering for incoming/outgoing memos.
SREE SUMANGALA ENGINEERS & CONSTRUCTION 

Duration
                      :  11th July 2005 to 27th Sep 2007
 Position

        :  Office Assistant
· Updating the daily activity
· Follow the orders and instruction of managers and instructing the team
· Assist the Cost Manager and help them at the occasion they needed 
· Arranging the Files

· Answer the Calls and Mails

CEEJAY AGENCIES (STOCKISTS FOR HINDUSTAN UNILEVER LTD)

    Name of Place                     : Pathanamthitta, India

    Duration
                      :  10th Oct 2010 to 21st Jan 2012
   Position

        :  Sales Executive

· Taking the order from all shops in daily wise

· Follow the orders and instruction of company

· Making the bills for daily order wise

· Answer the calls and mails


EDUCATIONAL QUALIFICATIONS 
· S.S.L.C.

  : Public Education Board, Kerala.

· PLUS-TWO

  : Board for Higher Secondary Education
· DSA                             :  Hi Teach Computer Center
· DTP                              :  Indian Mission Computer Center

     

 





  
PERSONAL DETAILS
Nationality




: Indian

Domicile




: Keralite

Sex





: Male
Marital Status



: Single
Date of Birth



: 22nd September March 1984
Languages Known


: English, Hindi, Malayalam and Tamil.

Hobbies




: Playing Cricket, Reading, & Listening Music


Skills

· Basic Accountings

· Computer Application (MS Word, Excel, Power Point, Adobe, Internet )

· Operates Office Equipments such as Telephone, Photocopy Machine, Printer and Scanner. 

Declaration
         I hereby declare that the above furnished details are true and correct the best of my Knowledge and experience.
                                                                                                                             








