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Application for the post of:   DC/SITE SECRETARY
Objective
                To obtain a position in an organization that provides an environment, that utilizes my knowledge, experience and capabilities and skills towards the development of the company and personal growth through learning process.  
 Educational Qualification:
·  B.Sc. degree in CHEMISTRY(FIRST CLASS)
· Certificate in M.S. Office and Tally 7.0
PROFESSIONAL EXPERIENCE- 
            Worked as an ADMINISTRATION OFFICER in an 100 % Export Oriented Manufacturing company,
             South Indian Refractories Private Limited, Salem, India from September 1988 to November 1996.
· Export Documentation.
· Shipping Agencies- Coordination.
· Workers welfare, Salary & Wages, Advances, ESI & PF register updates.
· Purchase Orders, Delivery Checkups, Payments.
· Petty Cash, Telex operation and preliminary accounts.
· Filing, Stationery and office Purchases.
· Government Procedures and Registers maintenance for Inspection.
· Telex operation

· Bank duties.

   II      Worked as Area Sales Coordinator and Manager in Various Pharmaceutical companies in India
              from December 1996 to May 2011.
· Meeting doctors, promoting our products and generating prescriptions.

· Meeting retailors, handling Distributors and Dealers.

· Arranging meeting and conferences for doctors, sponsoring them.

· Arranging schemes and offers for Retailors and Dealers.

· Daily, Weekly and Monthly reports to company

· Target and budget oriented sales generation. 
   III         Presently working as Site Admin Secretary/Document Controller in a Group 
               Contracting Company AL HUSAM GENERAL CONTRACTING EST, ABUDHABI, UAE since     

               September 2011 to till date.                                                           
· Official, Client’s and Contractor’s Documentation.
· Scanning, Copying, Filing and Archiving.
· Drawings scanning and transmitting.

· Transfer of workers and their accommodation and transportation arrangements.

· Preparing all necessary documents for Labors and staff related to HR.
· Material requests, Equipment & Tools updates.
· Maintenance of office consoles and stationery requirements.

· HO & HR coordination for workers welfare, Passport, Visa and Leave arrangements.

· Client documents like Daily Reports, RFI’s- Material & Work.

· Daily, Weekly and Monthly reports to HO.
Declaration

I do hereby declare that all the above information given is correct to my best Knowledge and ability.  
                                                                                                                                           .
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