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 Gulfjobseeker.com CV No: 1388382
Mobile +971505905010 / +971504753686 

To get contact details of this candidates

Submit request through Feedback Link

http://www.gulfjobseeker.com/feedback/submit_fb.php

CAREER OBJECTIVE
Seeking long term employment in an organization where I can grow professionally and further enhance my skills, knowledge and experience to face and overcome the challenges of today’s changing work environment.

· ACADEMIC ACHIEVEMENT 
· Master of Commerce major in Business Administration from University of Pune [2010 ‐2012 (Grade: First Class)]. 
· Post Graduation Diploma in Business Management major in Financial Management from University of Pune [2010‐2012 (Grade: First Class)]. 
· Bachelors of Commerce major in Cost and work Accounting from University of Pune [2008‐2010 (Grade: First Class)]. 
· WORK EXPERIENCE 

BOROUGE‐3 IPMT OFFICE (PROJECT: POLYOLEFIN’S AND LDPE)
Technimont and Samsung joint venture Ltd.
Designation: Document Controller (Since Jan 2013 to present date)
Nature of Work: Authentication of all Engineering/ Construction Documents.
RESPONSIBILITIES:

1) Responsible for establishing and maintaining an effective document control systems. 

2) Custodian of all the Engineering and Construction documents such as Drawings, Project Procedures / Specification, Data sheet, Vendor manuals, NCR, SDR, RFI, ITP’s, Method statements, Pre‐commissioning and Commissioning procedures, Mechanical Completion And Ready for startup Dossier. 

3) Responsible for receiving Mechanical Completion and Ready for Start‐up Dossiers from Contractor and distributing to respective disciplines. 

4) Responsible for preparing reports of Mechanical Completion, Ready for Start‐up, Test Packages, Engineering / Site documents and distributing reports to Project Manager and respective disciplines head. 

5) Maintaining a registers to record and supervise all documents flow inward and outward from IPMT to Contractor. 

6) Maintain neat and proper filing as per the ISO 9000 and company standard. This includes superseding of old Revision of documents with latest revision both electronic and hard copies. 

7) Responsible uploading / downloading correspondence and Transmittals electronic files into Electronic Data Management System (EDMS) EMC2 Documentum application DFC 

Version: 5.3.0.414 SP4. 

8) Responsible to receive all Engineering Documents from Milan office and distributing to respective disciplines and to ensuring that response from concern Supervisors and Engineers are sent to Contractor / Milan office to take proper action. 

9) Archiving Electronic and Hard copies of all Engineering/Construction/Pre‐Commissioning and Commissioning /Technical documents, Drawings, Procedures up to Handover. 



 

· STATE STREET SYNTEL SERVICE Pvt. Ltd 
Designation: Financial Analyst (Officer) 
Vertical: External Reconciliation (From June 2012 to January 2013) 
Nature of Work: Data Acquisition Team (DAG Team) Cash Reconciliation and Stock Reconciliation 
RESPONSIBILITIES

1) Acquiring financial data from different Custodian Banks. 

2) Analyze financial information to produce forecasts of business and economic conditions for use in making investment decisions. 

3) Responsible for downloading trail balance Sheets, solving errors and Clearing missing balances in trail balance sheet which effect on further reconciliation process. 

4) Informing Cash and Stock (Position) team regarding financial data received. 

5) Performing cash and Stock reconciliation process. 

6) Coding and commenting the transactions. 

7) Generating reports, finding discrepancy in report and correcting them. 

8) Assemble spreadsheets and draw charts and graphs used to illustrate technical reports. 

9) Responsible for sending reports, Set spreadsheets and Reference data form for setup and amendment of new feeds (Transactions). 

· TECHNICAL ENVIRONMENT 

Operating System
Windows XP, Vista, Windows 7, Windows 8.
Microsoft Office
Microsoft Excel, Microsoft Access, Microsoft Word, Microsoft Power Point, Microsoft Outlook Adobe Acrobat Reader,.
· WebTop EMC2 Documentum application DFC Version: 5.3.0.414 SP4. 
· TLM (Transaction Lifecycle Management) Application. 
· KEY SKILLS AND COMPETENCE 
· Organizational, Administration, Time management, Target orientated and Decision making skills. 
· Strong IT, database and communication skill. 
· Utilizing a range of office software, including email, spreadsheets and databases. 
· Ability to evaluate, prioritize, organize and delegate work schedules. 
· Ability to react quickly and effectively when dealing with challenging situations. 
· Assisting departments with queries on documentation requirements & submissions. 
· PROJECT SUMMARY 
· Name of the Project: Study of “PLANT LAYOUT” of Chiniwalas Pvt. Ltd. 
· Duration: December 2011 to March 2012 
· Team Size: Individual. (In M.COM) 
· Name of the Project: Study of “WORKING CAPITAL MANAGEMENT”. 
· Duration: December 2011 to March 2012 




· Team Size: Individual. (In PGDBM) 
· PERSONAL INFORMATION 
	
	

	Date of Birth
	: 17th January 1989

	Gender
	: Male

	Marital status
	: Single

	Languages known
	: English, Urdu, Hindi and Marathi

	Visa type
	: Employment

	
	




