
Praveen
Mail Id



:

yahoo.co.in" 
praveen.166834@2freemail.com 
                                               

Personal Details:
Date of Birth 


:
July 18, 1982 

Nationality 



:
Indian 

Gender



:
Male 

Marital Status 


:
Married
Religion 



:
Christian
Languages Known 

:
English, Hindi, Telugu & Tamil, and Malayalam
VISA Details


:
Visit Valid
Educational Qualifications:
· S.S.C with Ist Division in March -1998  
· B.Com Computers from Sri Sai College, Kakatiya University 
TECHNICAL QUALIFICATIONS: 
· Computer Course From NIIT

· Windows 98 & MS Office 2000, XP
· Worked Package on orcle9i Accounts Package

· Outlook and Power point Presentation

· Auto Cad from S.V. Group Computers (Structural)
· ERP
· ACONEX
pRESENT jOB PROFILE:

Duration


: 
25th August-2013 to 24th August 2016 (Dubai, U.A.E)

Position         

: 
Administrator / HR Assist.
Company


:   
M/s. Elemec Electromechanical Contracting LLC
Experience Details: In ANC
1. Project:
Duration


: 
11-May-2010 to 10-August-2011 (Dubai, U.A.E)

Position         

: 
Site Administration 

Company


:   
ANC Contracting L.L.C
Client



:
Dheeraj & East Coast LLC
Project            
:  
Construction Building a Long Towers, Car Parking,                           





Malls etc…since 35years
Roles               

: 
Over all Documents for all discipline  

Like civil.mech. & electrical & Field inspection Report’s etc…

2. Project:

Duration


: 
11-August-2011 to 30-October-2012 (Dubai, U.A.E)

Position         

: 
Office Admin
Company


:   
ANC Contracting L.L.C

Client



:
Mott MacDonald
Project            
:  
Jumeriah Golf Estates FS-49 Villas & FTR-91 Villas
Roles               

: 
Over all Documents for all discipline  

Like civil.mech. & electrical & Field inspection Report’s etc…
3. Done Projects:  
a. Bay Gate Tower Project
b. IMPZ Project

c. Irish Amber Project

d. Damac Terrace -1

e. Damac-3

f. King’s College – 17th of December’12 to 31st December’12

g. Al Fattan Crystal Towers Project
- 02nd January’12 to 27th August 13
Previous Work Profile:-
1. Company


:-
Duration


: 
10-Aug-2008 to 15-Mar-2010 (Qatar, Doha)
Position         

: 
QA/QC Technical Clerk
Company


:   
FATA spa Epc. (Qatar Branch)

Client



:
Qatalum
Project            

:  
Awarding of world’s largest Aluminum smelting Plant.
In form of Anode Baking Plant as well as Casthouse.
Qatalum is Joint Venture between hydro & Qatar Petroleum.
Roles               

: 
Over all Documents QA/QC for all discipline  
Like civil.mech. & electrical & Field inspection Report’s etc…
Nature of Work
:
Fata is Main epc contractor for this Project. Fata 



Divide full work to Sub-Contractor. So here Fata 
is Clint Company. My Role for this Project is over all 


Documents QA/QC for all Discipline like Civil, 


Mechanical & Electrical work. My over all Roles    & Responsibilities are as follows.
Civil Documents:
· Civil Drawings Taking Print outs from the server 
· Updating of ITPS, Procedures and Method Statement’s.

· Survey Report of As Built & Post Concrete
· Documents of Pile integrity test.

· Documents of  Static load test

· Scanning RFI Inspection of all kind of Concrete Reports
· Inspection of Concrete

· Taking RFI’S Form Contractor to Fata Inspectors
· Co-ordination with contractor QC Engineer.
Mechanical Documents:
· Taking Print outs Mechanical Drawings & Structure tab Drawing

· Updating of ITPS, Procedures & Method Statement’s.
· Receiving Material Inspection Report
· Inspection during Erection Reports
· Structure survey Inspection Reports
· Final Painting Inspection Reports
· M/C Equipment, Erection & Alignment Inspection Reports
· Taking RFI’S Form Contractor to Fata Inspectors

· Co-ordination with contractor QC Engineer.
Previous Work Profile:-
2. Company:-
Duration

:
Aug 2001 to July 2007 (India)
Position

:
“Assistant Accountant / Data Entry Operator”
Company

:
The Good News Broadcasting Society USA
Nature of work
:
Radio Broadcasting from SW/FW
Roles & Responsibility:
· Preparation and issuing of Receipts (Manual & Computer generated).

· Data Entry of the Donor’s details.

· Maintenance of Cheque’s /DD’S / MO’S Registers.

· Generating and maintenance of Mailing List.

· Preparation of financial reports of Donor’s on day-to-day and monthly Basis.

· Maintenance and issuing of stock.

· Maintenance of stock Register.

· Communication with the Donor’s regarding the enquiries by Phone and 
E-mail.

· Updating of Mailing Address and Data.

3. Company:-

Duration

:
July--2007 to June-2008 (India)
Position

:
“Assistant Manager of Systems”
Company

:
Haggai Institute USA
Nature of work
: 
Teaching and Training to Leaders in Abroad
Roles & Responsibility:
· Maintain Update and efficiently operate the data-base of all Haggai Institute Alumni.

· Provide all types, extracts of information from the Data-base as required.

· Maintain and ensure the efficient operation of all Computers, Desk-top, Laptop and other Computing systems (as they may be procured) on charge of the office.

· Maintain and ensure smooth functioning of the Web/Internet connection for all computers in the Office.

· Maintain Internet Accounts, Software (such as anti-virus) and Computer related consumables procured by the office from time to time.

· Assist the Assistant Manager operations in maintenance of the Haggai Institute, India Website.

· Maintain a list of all computing equipment, related items and assist office Assistant Registry to do the same in the Registry’s consolidated records.

· Forward relevant extracts from the Data-base to various Haggai Institute Office Bearers and HI Alumni Association Office Bearers.

· Print labels, envelops and lists of Alumni as instructed by other senior Office Staff.

· Maintain documents on charge of the Assistant Manager Systems.

Any other duties that may be allotted. 

_____________________________________________________________________________________

Date

: 03.09.2017
Place

: Dubai

      


Signature : Praveen 
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