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Career Objective

Seeking a challenging position with a growth oriented organization, where I could apply my skills and experience for both organization and personal growth, and to have an opportunity to develop new qualifications and to be subjected to more than one skill set.

WORK EXPERIENCE
. 
Abu Dhabi Gas Industries Ltd. 

                        November 2007 - Dec 2008.
Administrative Assistant / Document Controller 

Technical Projects Division






Abu Dhabi - UAE                                       
Job Description

· To be the focal point for all project documentation received and transmitted, ensuring all documentation, compiles with company procedures and templates, is numbered, controlled, filled and distributed correctly, and ensure if the comments has been transmitted to the contactor by PMC.

· Directly reporting to Department Manager.

· Maintain Project Master Document Lists in accordance with ECM Livelink and Project Engineer’s requirements.

· Control all documentation entering and leaving the project, including its registering, numbering, filing and distribution, utilizing in-house Document Management Systems (ECM Livelink), to allow rapid and efficient retrieval of documentation.
· To provide administrative support to the Project department.

· To provide daily support in the daily performance and operation, either corporately or on a project. This includes all admin / secretarial activities required to meet the needs of the company.
· Produce the project master document register as and when required by the Project Manager, Project Engineers and End-users.

· Control incoming / outgoing correspondence.

· Draft letters / Memo / faxes. 

· Contact PMC and contractor for the project documents.

· To Follow-up with PMC document controller and other personnel for the pending issues.

· Any other responsibilities as instructed by line manager within timeframe specified, in a safe and efficient manner to meet project requirements.

· To maintain and support, when required, to ensure that the administration and archiving are kept in date and relevant.

· Maintain and ensure proper uploads of documents, in EDMS.

· Import / Export documents and email comments into ECM Livelink, for which the system shall allow for the efficient and quick retrieval of any document and revision.

· Arrange Line Managers / Project engineer’s transportation for their site visits, according to GASCO system.

· Verifies PMC timesheets and distributes bi-weekly PMC activity report to relevant disciplines.

· Maintains department attendance and time off records, prepares and types personal documents.

· Maintains departmental personal files.

· Basic understanding of Engineering documents, its generation and revision, and the ability to read and understand basic engineering drawings, documents and procedures.

· Performs other secretarial and administrative support functions for managers, supervisors and division/ department staff. 

· Handling other department Project / Admin assistant’s job, at their absence.

Abu Dhabi Shipping Agency ADSA – Abu Dhabi 
                    September 2004 – Nov 2007
IT Administrator cum Administrative Assistant
Job Description
· Providing technical support to all users and assisting accounts department / customer service

· Install new software releases, system upgrades, evaluate and install patches software related problems

· Prepare correspondence, reports, and materials for publications and presentations. 

· Answer telephones and handle in appropriate manners.

· Research, price, and purchase office furniture and supplies

· Coordinate project-based work. 

· Setup accommodation and entertainment arrangements for company visitors

· Verified networking connectivity, Internet access, email set-up and sound software version and limit alerts for each PC
· Setting up network printers

· Configuring Network, System formatting and installation of operating systems and software programs

· Perform daily backups of all systems and print jobs

· Generate documentation, job control parameters and online updates

· Assiting Accounts department

· Preparation of company presentation slides, tenders

· Preparation of Monthly sales reports, sales invoicing

· Handling Company’s Petty cash 
· Follow up with clients on Account Receivables / payment follow-ups
· Preparation of Statement of Accounts

· Coordination with exchanges and arranging bank transfers for payables to the suppliers

· Arranging travel / hotel  bookings and business travel arrangement to the managers, delegates
Sea / Air Freight Customer Service
· Responsible  for ensuring and assisting sales team in meeting annual targets,  sales through linkages with targeted company clients
· Coordination with world wide international agents for Import / Export queries such as rates, documents and other shipment related issues

· Assisting in finding and developing new client base, maintain records for customers shipments

· Issuing Delivery order to the clients

· Sending cargo arrival notice to freight forwarding agents / consignees

· Obtaining rates from Airlines/ shipping lines

· Preparation  of Job quotations

· Preparation of  cargo and freight manifest and generating EDI manifest

· Preparation of Bill of Lading, Export declaration
· Updating shipment status and transshipment details to customers.
· Sending  shipment pre-alerts 

· Handling documentation and filing

ACADEMIC QUALIFICATION
Master of Business Administration – MBA – HR (Human Resources) 

University of Madras – 2012 –  First Class
Bachelors in Computer Application – BCA 

Madurai Kamaraj University – 2009 – First Class with distinction

Diploma in Computer Science and Engineering - DCE 
Directorate of Technical Education- 2004 – First Class with distinction

CERTIFICATIONS

· Diploma in Computer Application – DCA 

· Advance Diploma in Computer Applications – ADCA

· Diploma in Computer Hardware Servicing – DCHS

· Professional Certificate in Computer Application – PCCA

KEY SKILLS
· Excellent Administration and IT Skills, 

· Ability to interact with employees at all levels.

· Excellent interpersonal and strong communication skills.

· Seeing tasks through to completion.

· Can thrive in a continually changing environment.

· Able to work under pressure and to aggressive deadlines.

· Team working, Multitasking. 
· HR,Document Control, Administration.
Extra Skill & Assignments
Won in Inter-College Seminar and Paper Presentation Contest

Project titled: E-Governance

Secured Second place in State level Technical Symposium
Participated in many speech, seminar competitions, personality development trainings, excellent communications skills.

Hobby:  Reading books, Internet 
PERSONAL INFORMATION
Date of Birth

: 11-01-1986

Nationality

: Indian, Female
Visa Status

: Husbands Sponsorship

Religion

: Islam

Marital Status

: Married

Languages Known
: English, Hindi, Tamil, and Urdu
REFERENCES
Available upon request

DECLARATION:
I hereby confirm that the information given above is true to best of my knowledge.
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