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Results focused experience consists of 9 years overseas experience in US based company which involves Office Administration, Document Control, Production Planning (Work Control), and Customer service. Embraces continuous improvement approach throughout daily tasks

Currently in Dubai visit visa (convertible) and actively looking for a job opportunity 
Strengths

+ 9 years of vast experience




+ Administration Orientation & Office Operation Skills

+ Customer Service Skills

+ Excellent Organization & Coordination Abilities

+ Ability to adapt to any Environment

+ Maintaining Secrecy at all times

+ Professional approach and Positive attitude

Experience Summary

Experience performing general office procedures, where an in depth knowledge of office management principles and considerable experience in bookkeeping, reports presentation, department performance presentation were obtained. Production planning control operations.

Effectively managed office operations, utilizing the following skill sets:

· Office Organization &Administration 

· Records & Database Management, Spreadsheets & Reports

· Telephone & Front Office Reception, Filing & Data Entry 

· Computer Proficiency: In depth knowledge of Microsoft Office software.

· Communicate effectively with staff/executives – Effective verbal/written communication skills.

· Attention to detail, planning, organizing and time management skills.

· Customer-service orientation.

· Back office support , Data Entry

· Supported staff effectively in assigned project-based work.

· Responsible for providing training and orientation to new employees.
· Production Planning operation procedures, work control functions 

Professional Experience

AECOM- US Based Company (Afghanistan)
2005 –2014

Designation: 
Administrative Assistant IV (2012-2014)
Responsibility:
· Provide administrative support by conducting research, preparing statistical reports.

· Handling information requests and performing clerical functions such as preparing reports. Document Controlling, receiving and disseminate messages.

· Work within a busy office environment, and support office teams in order to ensure the smooth running of day-to-day activities.

· Continually meet and exceed the operational and administrative expectations of employer.

· Handle large amounts of paperwork and data.

· Generate Safety and Quality Control Reports for Directors such as BLS, TCIR, DBA, Safety weekly PMO, monthly Metrics updating. Tracks daily incidents/accidents,
· Creates weekly and monthly reports for Program level, upload and update all department PWS monthly metrics in company’s portal website for Management review.
· Prepare EOM (End of month report), PM Weekly Reports for Quality and Safety directorate.

· Manage document control update and upload each Forms, Work instructions, SOP’s, POP’s, and PMO files in portal as per the document change request basis.

· Process department timesheets, expense reports and verifies correct charge codes.  Coordinate with HR and make travel arrangements, leave requests and process other paper works for departmental personnel.
Results:
· Implemented safety violation / injury/observation reporting system for providing feedbacks to superiors, take further steps to prevent accidents, resulted in reduced violation up to 80%. 

· Document control system was enforced to eliminate redundancy and obsolete documents from circulations.

· First Time Pass Yield monitoring system was introduced for identifying rejection, resulted in achieving 100%  First Pass.

AECOM- US Based Company (Afghanistan)
Designation:
Production Planning Control Lead (2005-2012)
Responsibility:

· Perform duties in accordance with guidelines stated in DS/GS internal SOP and all applicable Army Technical Manuals, DA regulations.  
· Responsible for Production planning control job routines and work order related tasks, provides job guidelines to the PPC clerks, AWRDS/SAMS clerks. 
· Track and update more than 2000 direct employees’ daily man-hours in the system, generate various man-hour reports based on management demands. 
· Notify customers to the current status report and ready for pickup equipments. Provide maintenance support for external Army Personal (Customers) and internal customers. 
· Refer DA Form 1687 (delegation of authority) and Assumption of Command orders from the customers. 
· Responsible for the input, processing and output of all maintenance requests, generate reports and exchange data pertaining to DS/GS Maintenance. 
· Brief new comers about the Production control and maintenance process with power point show. 
· Generate various Ad-hoc Query maintenance reports in AWRDS and SAMS-IE based on requirements from higher authorities. 
· Ensure proper completion of maintenance form, receive or submitted. Input equipment faults into SAMS-IE as well as AWRDS from DA Form 2404 Technical Inspections (TI) and maintain and update the DA Form 5988-E equipment faults and status. 
· Maintain all production control files as stated by regulations. 
Results:

· Implemented work order status tracking system to access approx 15000 yearly work orders and provided 100% accurate status reports to customers.

· Implemented Man-hour reporting system for 5000 plus employees with 100% accuracy. 

Modern Shopping Centre (Mumbai-India)
2002 –2005

Designation:
Back Office Assistant 
Responsibility:

· Provide back office support to the shopping mall by upload and update stock data, track each bar code for the    items. 
· Received transaction data on daily basis and re-organized it for analysis, contacted shop office to remove any discrepancy in the received data 
· Processed the data with the help of the predefined formula analyzed the results and recorded the fluctuations in the computed values as compared to the standard values 
· Mailed the analysis results with personal comments to higher authority for further processing 
Results:

· New tracking system implemented for incoming and outgoing materials and inventory system, helped to achieved100% accuracy in material inventory.

· Implemented further process to receive transaction data on daily basis and re-organized it for analysis, contacted shop office to remove any discrepancy in the received data. 

Raza Industries (Mumbai-India)
1999 –2002

Designation:
Office Assistant 

Responsibility:
 Responsible for all aspects of the day to day running of the filing, copying, report writing, and invoicing job.
Qualification
· Bachelor Degree in Commerce. Calicut University, Kerala, India

· PGDCA (Post Graduate Diploma in Computer Application) 

Professional Trainings               

· Certified in Production Planning Management Course

· Certified  in Supervisor and Lead Personal Qualification Standards (PQS) Training 

· Certified OSHA 30 Hour Outreach Training for General Industry

· Certified in AWRDS and SAMS-IE (Army Logistics Software)

· Certificate of job well done achieved from various Army units Bagram airbase Afghanistan. 
Personal Details                 

Nationality



: 
Indian

Date of Birth


: 
30th May 1977

Gender




: 
Male

Marital Status


: 
Married 
Languages 



:
English, Hindi, and Malayalam

Visa Status



: 
Visit Visa
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