ELIZABETH

ELIZABETH.303216@2freemail.com 

	Nationality
	Indian
	
	

	Year of Birth
	1967
	
	

	Specialisation
	Document Control
	
	

	Position in Group
	Document Controller cum Project Secretary – Oil, Gas &
	
	

	
	Petrochemicals Unit, Abu Dhabi
	
	

	Year of joining Group
	2003
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KEY QUALIFICATIONS

Total 23 years’ experience, of which 20 years of Gulf experience in various aspects of administration and management. This includes:

· Administration
· Secretarial functions
· Project co-ordination
· Proposals/tender compilation
· Document Controller
· Project Secretary
· Assistance of Contracts Department
· Support desk to the secretary work
· Timesheet Administrator
· Absence Management Administrator
· Quality Environment and Safety (QES) Administrator
· HR Coordinator.
Three years’ experience in India as Faculty member/Tutor/Programmer.

Holding valid UAE driving license.


EDUCATION AND PROFESSIONAL STATUS

· BSc (Chemistry) from Kerala University with First Class, 1988
· Post Graduate Diploma in Computer Application (PGDCA) from Board of Technical Education, Govt. of India, India. 1991
Proficient in Microsoft Office application software such as:

· Word
· Excel
· PowerPoint

EXPERIENCE RECORD

2003 – till date
Mott Macdonald Ltd.

Proposal Coordinator, Document Controller cum Project Secretary

Reporting to Commercial Manager/Divisional Director

Duties and responsibilities handled as Proposal Coordinator:

–Preparation and compilation of technical bid submittals, EOI submittals, prequalification submittals

–Resourcing, compiling, updating, formatting and shortlisting a large number of CVs pertaining to the various positions

–Reviewing the requirements of technical bid submission and ensure submitting according to Client evaluation criteria/requirements

Projects Handled:

Client

:

–Ensure to maintain Mott standards, procedures and quality in the submission

–Co-operate, Co-ordinate with various disciplines/proposal team for inputs, if required

–Assist Proposal team in the preparation of queries, clarification responses

–Maintain and update tender bond tracker on a regular basis

–Maintain and update bid tracker on a regular basis

–Maintain and update project experience list on a regular basis

–Be proactive and ensure to submit the submittals on time

–Systematic filing and book keeping of official documents and retrieve as and when required

–Make appointments and arrange meetings

–Plan, organise, co-ordinate and manage the Proposal department operations

–Retain confidentiality.

KJO (Al Khafji Joint Operation – Kuwait Gulf Oil Company & Aramco Gulf Operations)

· FEED for KGOC New Slug Catcher & Associated Facilities – KGOC Gas & Condensate Export Pipeline – KJO Service Order 02
Client
:
Techno/Lukoil-

· Construction of 42" dia onshore export pipeline & associated works at the West Qurna field (Phase-II)
Client
:
ADCO

· Multiphase Pump Trial at Huwaila Hu-44 Well
· Jebel Dhanna Tank Farm Facilities Plan
· Engineering for Oil/Water Well Tie-ins
· Engineering for Bu-450 Bu Hasa
· Al Dabb’iya Water Injection Project
· Vapour Recovery Project
· Replacement of MOL GT Pump
· FEED for Asab Unit 6 & 7 Phase – 1
· FEED for Nitrogen Gas Injection (NGI) Project – Pure Case
· Engineering Consultancy Services for Bab Gas Lift
· Engineering Consultancy Services for PMF'S In Sahil, Asab, Aggi & Shah Facilities
· Shell International Gas & Power, Dubai - Shell Iraq FLSO Option Feasibility Study
· Converting Gas Injection Pilot into Water Alternately Gas (WAG)
· Engineering Services for New 5 Water Supply Wells, Replacement of Wash Water Header and Produced Water Re-Injection Project.
Client
:
ADMA-OPCO

· Das Flares – Basic & Detail Engineering Job
· Das Master Plan – Concrete/Structural Inspection
· Reliability Availability Study
· Tank Farm Buried Pipework
· Storex Facilities
· ESD Reliability Study-Zakum Upper West
· Reliability Study of Emergency Shut Down (ESD) System of Das Island And Offshore Super Complexes
Client
:
ZADCO

· Satah Facilities
· Zirku Flare Study
· EPCM for Satah Full Field Development
· Arzanah Power Generation. DG-1 and DG-2 Replacement Study
Client
:
GASCO

· FEED for GASCO NGI
· FEED-GTR PHASE-1
· EPC for NGI (Mixed Case)
· Habshan Direct Depressurizing (HDD-1) – EP Phase
· Habshan Site-OGD-1 IPF Study
Client
:
TAKREER

· Inter Refinery Pipelines (IRP)
Client
:
Qatar Petroleum

· EPIC for Strategic Gas Transmission
· EPIC for Multi Product Pipeline
· FEED for NGL-3 Agru 1 & 2 Amine Regenerators and Associated Equipment Revamp
Client
:
Margham Dubai Est.

· FEED for Khubai Margham Flowline
· Fire and Gas Detector/ System Upgrade
· Engineering Services of Additional Power Generation Project
· Engineering Specifications Upgrade
Client
:
NPCC

· Al Khaleej Northern Area Gas Field Development Project for Qatar Petroleum
Client
:
CPE (China Petroleum)

· Halfaya Project Surface Facility – PHASE 3 Gas Plant Processing
Job Responsibilities as Document Controller:

–Coordination of documents submission for different Projects

–Maintain drawing document register as a tracker for incoming and outgoing. Maintain a proper record of all correspondences and deliverables with the revisions, date of submittal, means of correspondence (letter/fax/email/transmittal)

–Edit, format and compile deliverables as and when requested by the project/discipline engineers according in accordance to company/client template

–Receive request from lead engineers to issue a document for inter discipline check (IDC).

–Prepare the circulation list in conjunction with the engineer.

–Expedite and track the IDC process, recording the in/out date for each discipline in the IDC tracker.

–Issue IDC status reports as required.

–Perform quality checking on documents, prepare the final document incorporating all discipline/clients comments prior to the issuance of a deliverable.

–file original document/drawings and distributing the copies in accordance to the drawing/ document distribution matrix.

–Maintain the drawing/documents register

–Track all outgoing and incoming client mails

–Uploading and downloading of document through client server

–Prepare weekly/monthly reports and site visit reports

–Preparation of front end engineering and design (FEED) and scope of work reports.

–Prepare dossier for the projects.

–Healthy and effective coordination within the project team

–Maintain the Incoming and Outgoing Document/ Drawing Register.

–Preparation of transmittal and correspondences

–Coordination between Project Managers and Engineers for various disciplinary Documents.

–Controlling the Documents, entering and keeping track. (In charge of issuing the documents/ drawings to the client via transmittal and updating the Document Registration/ Master Tracker at the same time.)

–Distribute hard copy and soft copy of all documents/ drawings that has been issued to the concerned department as per Matrix Distribution List & keeping records.

–Maintain filing and archiving documents.

–Prepare KOM presentation in MS PowerPoint for various projects.

–Generate Organization Chart in MS PowerPoint for various projects.

05/2011 – 04/2012
Mott MacDonald Ltd.

HR Coordinator

Responsibilities:

–Prepare contracts for new candidates. Correspond independently on all mobilisation queries. Responsible for mobilization of new staff – (from Introduction email to final travel) and creating starter's process in Lawson and maintaining details (correspondence, follow-up, updating record, maintaining individual files).

–Self Correspondence activities like, preparing letter to Embassies, Schools, banks, experience and service letters for staff as required.

–Co-ordinate with insurance company for the issuance of cards for the new starters and deletion of the same for the leavers.

–Co-ordinate between PRO and staff for various reasons (medicals, signing of labour contracts, distribution of labour card/contract, maintaining labour card records).

–Follow up with staff who have resigned to complete formalities in time.

–Ensure visa/labour card cancelled in time

–Preparation of final dues and forward cancellation papers to accounts

–Brief employee on the exit procedure (conduct an exit interview)

–Update and upload personnel CV’s in the local drive and in the intranet database.

02/2011 – 04/2011
Mott MacDonald Ltd.

Project Planning Assistant

Assist in the project controller’s / planning engineer’s day to day schedules and reports.

08/2010 – 04/2012
Mott MacDonald Ltd.

CV Administrator

Updating and uploading staff CVs in CV database.

The CV database contains CVs of staff whose details we need to send to clients as part of the process for winning work. The system focuses on these CVs which feature in bids and proposals. It is a requirement of QES Directive SM/109/01 “that Curriculum Vitae for permanent staff on standard conditions and engaged on professional/technical project work are maintained up-to-date”.

If CV is out-of-date (Business Development Services considers this to be more than a year old) or needs other corrections, need to update it.

Automatically generated emails are sent daily to new starters directing them to the CV site on MiMi and asking them, if appropriate, to download the relevant master CV template and forward to their CV administrator

An automatic facility within Lotus Notes alerts BDS to leavers so that leavers' CVs can be transferred to an archive database.

An email is automatically sent out to staff once their CV on MiMi is over 12 months old asking them to review and update the CV – these emails are generated on the first day of each month. At this time, we also ask staff to review their one page general summary CV. However, the system allows staff to update their CV at any time so there is no need to wait for an update request from BDS. One page general summary CVs received in approved format can be mounted on the CV database at any time.

CV administrators aim to process CVs within five days of receipt. However, QA work, large proposals, division name changes, offices deciding to update their CVs in one go and new teams joining the Group can slow this process down. CV administrators will send an email to inform when the CV is live on the database.

09/2009 – 01/2011
Mott MacDonald Ltd.

QES Administrator

Responsibilities:

–Maintain pattern for filling list, archiving list, ensure the documentation and other areas are compliant with the local office instructions, use of system directories, maintain local environmental practice plan (LEPP)

–Customer initial feedback responses and actions, customer satisfaction questionnaires

–Closing out the divisional office audit corrective actions.

–Daily monitoring of the quality, health and environmental practices of the company according to the ISO standards

–Monitor new project folders to ensure project filing lists are inline with the standard file list.

–Update project audit (internal and external) schedule

–Arrangements of internal and external trainings, monitoring the performance development records (PDR) process.

–Conducting monthly inspections

–Maintain records of electrical and IT equipments of the company.

–Maintain records of fire certificate, insurance and ISO certificates, health and environmental policies.

–Prepare monthly personal development review schedule (PDR), monthly pending PDR follow up with the reviewers, report the monthly status to HR department.

–Update the internal and external training register according to the training requirements in the completed PDRs.

–Maintain and update training register, follow up mandatory quality, environmental and safety trainings.

–follow up with the staff for the completion of all mandatory trainings.

–Maintain and update outside specialist register.

–Remind office manager about annual health and safety risk assessment and its regular reviews.

–Remind office manager about fire risk assessment and its regular reviews.

–Assist building evacuation drill.

–Maintain and update fire warden and first-aider register.

–Conduct meeting with the fire wardens.

–Collect building maintenance reports/status from the builder and maintain register.

–Maintain register for fire extinguishers and re-validate the extinguisher from the supplier.

–Co-ordinate/obtain/maintain of electrical equipments and portable appliances test register.

–Conduct display screen equipment assessments to the staff located in different offices and maintain display screen equipment register.

–Assist office manager office monthly inspections, for action close outs and follow ups.

–Maintain and update local environmental practice plan targets, publish in notice boards, send reminders to staff for environmental awareness, paper, electricity and water consumption.

–Recycling process – review waste (paper, ink product, sanitary waste etc.) targets – recycling (paper, toner, ink products) and maintain records.

–Frequent checking in different offices as part of health and safety.

Timesheet Administrator:

Responsible for logging in the time sheet reports of all the staff into the system on a weekly basis and forwarding this record to the accounts department and the head office, Croydon, UK through the Mott MacDonald’s integrated, finance, human resources, project and management information system.

Absence Management Administrator:

Posting the leave (annual leave, statutory leave and sick leave) in the timesheets. Taking reports regularly and update the staff accordingly.

09/2009 – 01/2011
Mott MacDonald Ltd.

Lead Project Secretary/Document Controller

Responsibilities:

–Allocate jobs to secretaries. Maintains datasheet for their job allocation, work load, annual leave and sick leaves.

–Provide support and guidelines in times of need.

–Prepare supporting documents/presentations/templates as guidelines to the project secretaries and document controllers.

–Healthy coordination between the project secretaries for easy work flow.

–Nominate secretaries based on the project manager’s request.

–Distribute work among the secretaries based on the work load.

	1996-2003
	Bin Hafeez Establishment, Abu Dhabi

	
	Secretary


Responsibilities include:

–Overall secretarial work in administration department

–Self correspondence.

–Inter department liaison.

–Prepare Agenda and minutes of meeting.

–Action on queries received and follow up.

–Schedule appointment for the management and the team.

–Collection of invoices and payment strategies.

–Administrative duties

–Maintain the filing system.

–Reception duties.

–Maintain an updated client profile and database.

–Information technology Unit

–Help desk control of IT department supporting more than 200 users.

–Maintain computer log systems.

–Internet operations.

–Update company’s websites as and when required.

–Preparation of data and testing for the bespoke application developed by the IT department in Visual Basic and Oracle.

–Update the virus definition files of Norton antivirus corporate edition in primary domain server.

–Daily back up tape distribution to all site offices locations.

–Rectify computer related error logs and distribution among the IT staff.

–Preparation and entry of all required data for all bespoke applications.

	1993–1996
	Regional Computer College, Trivandrum, Kerala, India

	
	Faculty Member/Programmer


Responsibilities include:

Assigned as a faculty member/programmer with Holy Angels Convent School from Regional Computer College.


LANGUAGES

English
:
Spoken – fluent; written – fair; reading – fluent

