PAGE  

RESUME                
                
[image: image2.png]


                 
Meera 
Contact Details:-

E-Mail
 :    Meera.174230@2freemail.com 
Cohesive Team Player with strong work ethics, positive attitude, good communication and interpersonal skill, which I acquired throughout my career, also believe in teamwork, and having ability to work under pressure & perform more than expectation.
(1) Working Experience in UAE (Dubai):(2015 / Unstill)

Organization
            :     Al Habtoor Leighton Group
Position
            :     Document controller (Aconex).
Working Period            :     Feb 2015 to Unstill
· Preparing transmittal for all kind for drawings & documents submission to client (Civil, Architectural, and Mechanical & Electrical).
·   Maintaining an efficient project related outgoing documents control register of Transmittals for Drawing, & document for all Project.
· Preparation Request for Inspection (RFI), (Civil, Architectural, Mechanical & Electrical).
· Responsible for Activities associated with the operation of the warehouse, inventory control, performances and distributions services.

· Daily preparation Project Logs Submittal Log, Drawing Submittal Log, Building Permit.
· Maintaining all Outgoings drawing & document to client Value of Engineering drawings, Tender drawings, CED drawings etc.

·   Classification of all incoming & outgoing correspondence and drawings, documents etc.
· Co-ordination with clients.

(2) Working Experience in Kuwait:(2014 / 2014 )
Organization
            :     K.C.C Engineering Pvt Ltd. (Shut Down) 
Position
            :     Document controller.
Working Period            :     Jun 2014 to Aug 2014

Job Responsibilities:
·   Maintaining an efficient project related incoming & outgoing documents control register. Of Transmittals for Drawing, & all Project drawings.
· Preparation Request for Inspection (RFI), (Civil, Architectural, Mechanical & Electrical).
· Responsible for Activities associated with the operation of the warehouse, inventory control, performances and distributions services.

· Daily preparation Project Logs Submittal Log, Drawing Submittal Log, Building Permit.
· Maintaining all incoming drawing from client Value of Engineering drawings, Tender drawings, CED drawings etc.

·   Classification of all incoming & outgoing correspondence and drawings, documents etc.
· Co-ordination with clients.

(3) Working Experience in Doha Qatar:(2013 / 2014 )
Organization
            :     Prochem Engineering Pvt Ltd. (Shut Down) 
Position
            :     Document controller.
Working Period            :     Nov 2013 to Feb 2014
Job Responsibilities:
·   Classification of all incoming & outgoing correspondence and drawings, documents etc.
·   Maintaining an efficient project related incoming & outgoing documents control register. of Transmittals for Drawing, & all Project drawings.
· Preparation Request for Inspection (RFI), (Civil, Architectural, Mechanical & Electrical).
· Responsible for Activities associated with the operation of the warehouse, inventory control, performances and distributions services.

· Daily preparation Project Logs Submittal Log, Drawing Submittal Log, Building Permit.
· Maintaining all incoming drawing from client Value of Engineering drawings, Tender drawings, CED drawings etc.

· Co-ordination with clients.

(4) Working Experience in Doha Qatar:(2011 / 2012 )
Organization
            :     Domopan Qatar W.L.L.
Position
            :     Document controller.
Working Period            :     Sept 2011 to Aug 2012
Job Responsibilities:
· Maintaining an efficient project related incoming & outgoing documents control register. of Transmittals for Drawing, & all Project drawings.

· Preparation Request for Inspection (RFI), (Civil, Architectural, Mechanical & Electrical).
· Preparation test report of Concrete, Soils & Backfilling for Inspection Reports.
· Daily preparation Project Logs Submittal Log, Drawing Submittal Log, Building Permit, NCR, SCR, SM, RFA, Weekly reports.

· Every submitted for HSE Weekly & Monthly reports in our HO, Client & PMC.

· Every Week submitted for Daily reports, Weekly reports, submittal log, NCR, SCR & SI in our Client & Consultant.  

· Preparation & Erection Report at site. 

· Job responsibilities which includes analyzing with Civil, Architectural, Mechanical, Electrical & drawings, with Documents.

· Maintaining all incoming drawing from client Value of Engineering drawings, Tender drawings, CED drawings etc.

· Classification of all incoming & outgoing correspondence and drawings, documents etc.
(5) Working Experience in Saudi Arabia:(2010 / 2011 )
Organization

:    
Dalmaza Snack Food Ind.,     
Position

:
Documentation cum Driver 
Working Period
               :             March 2010 to March 2011.
Job Responsibilities:
· Responsible for Activities associated with the operation of the warehouse, inventory control, performances and distributions services.
· Supervised and trained 15 to 50 personnel’s, depending upon requirement.
· Managed logistics of multiple shipments and deliveries within extreme time constraints.
· Directed all warehouse operation for agricultural products including Shipping, Receiving, Inventory Control, Pacakaging and Labeling for warehouse with average of thousands of Saudi Riyals of standing inventory.
· Developed and establish new storage systems that improve productivity and accuracy.

· Taking charge of all incoming and outgoing goods.

· Utilized Hand-Held computerized system HTT to verify shipments and identify load re-packing and distribution to stores or forwarding into inventory. 

· Loaded, Bound and arranged Pallets, labeled and transport into warehouses.

· Maintain compliance with all safety and cooperate regulations.

(6) Working Experience in India :(2008 / 2009)

Organization
            :     Sahara Enterprises (India)
Position
            :     Customer Service Agent cum Store Controller
Working Period            :     April 2008 to May 2009.
Job Responsibilities:

· Looking after day to day sales of the convinces store.
· Responsible for ordering and purchasing of stocks.
· Also responsible for the back office work, issuing sales invoices in centralized payment system.
· Merchandising the products according to the pre-designed Plamo Gram.

· Interaction with the people from various nationalities.

· Facilitate co-ordination between staff and the management for the day-to-day affairs.

· Keeping report of balance stock and arranging space for new upcoming goods

· Reporting supervisor on daily basis for the undelivered goods and scrap.

(7) Working Experience in U.A.E ( Dubai , UAE):(2004 / 2008)
Organization

:        Al Gandhi General Trading Co. LLC, (Dubai, UAE) 
Position

:        Sr. Control Panel Technician cum Documentation
Working Period
               :        July 2004 to February 2008. 
Job Responsibilities:

· Maintaining an efficient project related incoming & outgoing documents control register. Of Transmittals for Drawing, & all Project drawings.
· Testing all kind of control panel for inspection.

· Preparation the clearing reports for client. 
· Preparation the invoices for all Panels & Electrical items.   
· Co-ordination with clients.

· Inspection for Electrical meters & Electrical items of UAE Government approval.

Computer Skill:-
Having good knowledge of Microsoft Words, Excel, Outlook, Aconex and Internet, also can work in any software.

Educational Qualifications:

· SSC in Mumbai.

Technical Qualifications:

· Diploma in Electrician Passed in first Grade in Meghdoot Technical College on 01st March 1995. 

Personal Details:

Religion

:
Islam

Nationality

:  
Indian

Date of Birth

:  
20th October 1975
Place of Birth

:  
Mumbai (Maharashtra)

Marital status

:
Married

Languages Known
:
English, Arabic, Hindi, Marathi, Tamil, and Malayalam & Urdu
Gulf Driving License Details 

Medium Heavy Driving License

Expiry Date

:
20th April 2015.

India Driving License Details 

Heavy Driving License

Issue Date

:
31st October 2003

Expiry Date

:
30th January 2016.
I hereby declare that the above information is true and can be proved when ever required.

One chance will be enough for me to prove my ability & sincerity. I sincerely wanted to be a part of your kind organization.

Yours Sincerely,
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