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             POST APPLIED FOR        :            Site Secretary/Office Amin./Jr.Accountant.
            PROFESSIONAL BRIEF: 
1) A young 29 years dynamic guy who believes in himself and ready to work in challenging   environment with true. Always ready to take upon new innovative ideas and use it for the development of his company.

2) OBJECTIVE: To work in an esteemed organization like yours where I can enhance my skills with achievement of organizational objective. 
Total Work Experience:   10 years 

        WORKING EXPERIENCE INDIA: 05 years
1.  Two year experience in Account assistance in M/s. Durific Jean 
          Designation: Commercial executive
          Job responsibility:

· Looking after the Purchasing book, Expenses booking & Vendor payment.

· Keeping daily record of cash and banking activities.

· Preparing records SIS( shop-in-shop)

· Preparing petty cash book.

· Preparing trial balance.

· Repaired time sheet for Employees.
2. Three Years Experience in Logistic Department in M/s. Viswas Foods Limited
       Job responsibility
· Preparing Daily Delivery Order 
· Preparing DO (delivery order) according by parties order.
· Preparing Transport Expenses
· Stock Maintain
          WORKING EXPERIENCE DUBA, U.A.E:         06 Years
3. Working as a Site Secretary/Document Controller in a Construction Company U.A.E Since 25-11-2009 to till date.
Job responsibility:
· Responsible for Office Administration

· Prepare all Petty cash book
· Handle incoming calls, e-mails and all correspondence such as mail and faxes
· Maintaining all Logs - Material, Drawings, RFI, Technical submittal & All Incoming & Outgoing correspondence Letters.
· Travel & Accommodation arrangement, Appointments

· Presentation skills in Power Point

· Scanning those documents by the use of lates.

· Software tools, Editing & Updating of the documents.

· Transportation for Employee.
· Installation all software and Internet connection. 
Document Control
Job responsibility:
· Daily routine activities of Document Control, including distribution of documents, maintaining electronic folders and directories, tracking of documents and drawings

· Maintain registers of all receipts and issues or submissions of documents and correspondence.
· Maintain document logs for correspondence, material approval submittals, shop drawing, RFI (incoming & outgoing).

· Receiving and distributing all documents. Preparation transmittal sheets for, Material & Shop drawing submittals and Filing etc.
· Responsible for controlling all documentation related activities in a project.

· Support and coordinates with discipline with administration and control.

· Data Entry of in carry/dispatch/ Bill details.
· Control and maintain project Record of incoming project documents

              EDUCATIONAL QUALIFICATION:

              B. Com completed  form Utkal University in Orissa. 
COMPUTER KNOWLEDGE   :     Ms Office, Tally, Auto CAD & Internet.
PERSONAL DETAILS:

       Gender                           :      Male
       Status                             :      Unmarried
       Date of birth                  :      14 March 1984
       Language known           :      English, Hindi & Oriya
       Nationality                     :      Indian
       Hobbies                          :      Reading News Papers, Playing Cricket & Listening Music. 

DECLARATION 
 I do hereby declare that the above furnished information is true to the best of my knowledge and belief.     
