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Email – bijo.370037@2freemail.com 
CAREER OBJECTIVE





                       

To attain a respectful position in a company that values performance and commitment, to pursue a career in a company that has a good working environment and has a progressive approach. I would be glad to be associated with a company, which provides a congenial atmosphere to utilize my strengths.
ACADEMIC QUALIFICATION



                       

B.A. (Economics) from Calicut University, Kerala, India
PROFESSIONAL QUALIFICATION
· Post Graduate Diploma in Computer Application
· Office Automation (Microsoft Office Packages, Letter & Document Drafting, email, Internet browsing, etc…) 
· Diploma in Desk Top Publishing (Photo Shop, Corel Draw, PageMaker & ISM Publisher) 

· Diploma in Computer Hardware

· Diploma in Networking (Windows Workgroups, Windows 2000, Novell Netware & Linux)
· ACONEX, PRIMAVERA EXPEDITION (Primavera Contracts Manager) & PIRS
WORK EXPERIENCE
· Presently working as Project Administrator in Tebodin Middle East, Abu Dhabi since Six years.

· Worked as Project Administrator in TRANSCO (Abu Dhabi Transmission & Despatch Company), Abu Dhabi for One and a Half Years (Secondment from Tebodin)
· Worked as Lead Document Controller in IJM-LFE JV, Abu Dhabi for Two years.
· Worked as Document Controller & IT Support in Turner Construction International, Dubai for Two Years

· Worked as Manager – Operations and Public Relations in MPS International, Bangalore for Two Years.

· Worked as Manager - Administration in Clarence School of Nursing, Bangalore for One Year.

· Worked as Faculty &Computer Hardware & Networking Engineer in Smart Computers, Kerala for One Year.

EMPLOYMENT HISTORY
	August 2015 - Present
	Tebodin Middle East, Abu Dhabi, UAE
Project
– 
Al Dahra Kohinoor Rice Mill Project in KIZAD
Client
–
Al Dahra National Investments

Contractor
–
Amana Contracting Company & Steel Building Co. WLL
Designation
–
Project Administrator
Handle the whole Project Administration regarding project and maintain electronic data management and filing system with proper procedures. Co-ordinate all the Administration and Documentation issues with head office, site office, client and contractor. Responsible for receiving and sending of all type of documents (Letters, Transmittals, Drawings, Document Submittals, Minutes of Meetings, Material Approvals, Samples, RFI, NCR, Reports etc.). Organize and maintain the filing system in an approved manner and updating Document Control Log as necessary (Including uploading soft copies and attaching scanned copies in the Log). Distribution of the documents to the concerned people / departments in co-ordination with Project Manager. Generating and issuing Letters and Transmittals to Client, & Contractor. Self letter drafting and email correspondence.

Preparation and updation of the Accounts Receivable and follow up for the settlement of amounts with Client management in coordination with head office Finance Department. Preparation and updation of the Over Time account, Monthly Time Sheet and Daily Attendance Sheet. Support head office finance department in preparation of the Monthly Invoice and Overtime Invoice.

	
	

	March 2014 – August 2015
	TRANSCO (Abu Dhabi Transmission & Despatch Company), Abu Dhabi.

(A subsidiary of ADWEA - Abu Dhabi Water & Electricity Authority)

(Seconded to TRANSCO by TEBODIN Middle East since March 2014) 

Division
–
Water Projects Directorate
Designation
–
Project Administrator 
Projects :
● 
Al Ain Water Transmission Scheme (Lot P1, Lot P2 & Lot P3)

● 
Water Transmission Scheme from Mirfa to Madinat Zayed, Liwa & 


Presidential Palace In Qusahwira


●
Water Transmission Lines Inside Al Sowa Island (Lot B)

●
Water Transmission Scheme from Umm Al Naar Junction to Sadiyat / 


Abu Dhabi Island.

●
DN1000 Water Pipeline from Mazeirah Pumping Station to Jabana to 


Supply Shah Gas Plant


●
Water Supply Scheme from Tawain Round About to Bureirat 



Tank Farm Area in Ras Al Khaimah

●
Water Supply System to Jazirat al Hamra – Ras Al Khaimah


●
Taweelah – Unit III – Umm Al Nar Water Transmission Scheme 


●
Upgrading of Mirfa, Madinat Zayed WTS and V.O. No. 1 Water Supply 


Scheme to Eighteen (18) VIP Farms in the Northern Emirates


●
Umm Al Nar B Pumping Station Extension


●
DN200 PN160 CS Pipeline from Jabel Hafeet Base Pumping 
Station to 

Summit Reservoir.


●
Water Transmission System to Umm Al Quwain Emirate, Lot 1 & 2.


●
Construction of a New Pumping Station at Mirfa and Mirfa C - Additional 

Pumps Group to Supply DN1200 CS Pipeline to Madinat Zayed
Monitor schedule of project submissions and update status to Management. Maintain records of Technical Deviations, Contract Variations, Contract Claims, Trend Notices, Site Instructions and HSE related activities. Ensure the project documents controlled according to the CSD (Classification System of Documents) and Implementation & updating of Electronic Document Management System (EDMS).

Recommend / Implement proper procedure for routine work and system enhancement for the control of technical records (registration, storage and retrieval of submittals, letters, drawings, vendor data) payment certificates and commercial correspondence.

Maintain updated records of all approved documents and drawings and their distribution clearly. Generate the various document control reports as required.

Control and Maintain the copies of latest approved documents and drawings in the Document Control office under safe custody without any damage or deterioration with easy traceability.

Fully understand the contract and subcontract administration process, and provide full spectrum support throughout the project duration. Ensure the Consultant and the Contractor document flow is as per approved procedure and provide instructions to the concerned parties accordingly. 

Support Management in Project Tendering and maintain proper document flow and processing in co-ordination with different departments, Tender Evaluation Team, Consultant and Bidders. Prepare Tender Evaluation reports, Documents and Compile the communicated comments for the finalization of Tendering.


	July 2012-    March 2014
	Tebodin Middle East, Abu Dhabi, UAE
Project
– 
Water Transmission Lines Inside Al Sowa Island (Lot B)
Client
–
Abu Dhabi Transmission & Despatch Company (TRANSCO)
Contractor
–
Al Nasr Contracting Company
Designation
–
Project Administrator
Handle the whole Project Administration regarding the project and maintain a good data management and filing system with proper procedures. Co-ordinate all the Administration and Documentation issues with head office, site office, client and contractor. Responsible for receiving and sending of all type of documents (Letters, Transmittals, Drawings, Document Submittals, Minutes of Meetings, Material Approvals, Samples,  RFI, NCR, Reports etc.), Updation and follow-up of Safety issues at site, HSE Plan, NCRs and Close-Out reports.  Organize and maintain the filing system in an approved manner and updating Document Control Log as necessary (Including uploading soft copies and attaching scanned copies in the Log). Distribution of the documents to the concerned people / departments in co-ordination with Project Manager / RE. Generating and issuing Letters and Transmittals to Client, & Contractor. Self letter drafting and email correspondence.


	May 2011-    July 2012
	Tebodin Middle East, Abu Dhabi, UAE
Project
– 
Water Transmission Scheme from Umm Al Naar Junction to Sadiyat /

 
Abu Dhabi Island.
Client
–
Abu Dhabi Transmission & Despatch Company (TRANSCO)
Contractor
–
Lindenberg Water and Drainage LLC.
Designation
–
Project Administrator
Handle the whole Project Administration regarding the project and maintain a good data management and filing system with proper procedures. Co-ordinate all the Administration and Documentation issues with head office, site office, client and contractor. Responsible for receiving and Sending of all type of documents (Letters, Transmittals, Drawings, Document Submittals, Minutes of Meetings,  Material Approvals, RFI, NCR, Reports etc.), Updation and follow-up of Safety issues at site, HSE Plan, NCRs and Close-Out reports. Organize and maintain the filing system in an approved manner and updating Document Control Log as necessary (Including uploading soft copies and attaching scanned copies in the Log). Distribution of the documents to the concerned departments in co-ordination with PRE, RE, AREs, Inspectors & Engineers. Generating and issuing Letters and Transmittals to Client, & Contractor. Self letter drafting and email correspondence. Documentation regarding As-builts, Surplus Material, Quantities Exceeding BOQ, Material Transfer, Contractor request for Claim & Extension of Time, Material reconciliation, Project Final Account and Close-out Report.


	July 2009-    May 2011
	IJM-LFE JV, Abu Dhabi, UAE
Project
–
Star Hotel Development, Al Reem Island, Abu Dhabi
Client
– 
Tamouh 

Designation
– 
Lead Document Controller

To lead the Document Control Department and built up a good team, maintain a reliable data management and filing system with proper procedures. Being the lead Document Controller for the Main Contractor, I am responsible for receiving and Sending of all type of documents (Letters, Transmittals, Drawings, Submittals, RFI, CVI, NCR, MEAR, RFWI, Reports etc.), organize and maintain the filing system in an approved manner and updating Web Based Document Control System (PIRS) as necessary (Including uploading soft copies and attaching scanned copies in PIRS). Distribution of the documents to the concerned departments in co-ordination with subordinates, Engineers, Department Heads and Management. Generating and issuing transmittals to Client, Sub-Contractors and Consultants.
To train the subordinates and built up a good and reliable Document Control system.

	
	

	February 2008-    April 2009
	Turner Construction - International, Dubai, UAE
Project
–
Al Furjan, Dubai

Client
–
Nakheel 

Designation
–
Document Controller

Receiving and Sending of all type of documents (Letters, Transmittals, Submittals, RFIs, etc.) and organize and maintain the filing system in an approved manner and updating Web Based Document Control System (PRIMAVERA EXPEDITION) as necessary (Including uploading soft copies and attaching scanned copies in Expedition). 
Distribution of the documents to the concerned departments in co-ordination with all Engineers, Department Heads. Generating and issuing transmittals for Proposed Variation Notices, Proposed Design Changes, Site Instructions, Site Safety and Health Inspections, Safety Audit Reports to Client, Contractors and Consultants.

Supporting IT Engineer for taking Daily, Weekly and Monthly Back ups, trouble shooting, installation and maintenance of Network, Database & Web Servers, Computers, Printers and other related equipments.
Supporting Primavera Expedition Administration for New User Creation, giving training and providing instructions to contractors and consultants,  trouble shooting, adding new layouts, reports and formats and taking back ups. 


	August 2007- February 2008
	Turner Construction - International, Dubai, UAE
Project
–
Acacia Avenues, Dubai

Client
–
Abyaar Real Estate Developers

Designation
–
Document Controller 

Receiving and Dispatching mails, drawings, and transmittals, organizing filing system in approved manner (Incoming & Outgoing mails) and updating it, prepare the formats and update accurate database system, distribution of the mails, transmittals, submittals to the concerned departments,  generating transmittals, submittals, monthly reports & Site Work Instructions by coordinating with the concerned departments and  coordinating with whole team members.

Trouble shooting the computer systems and networking, maintaining the IT systems, printers and other related equipments for the smooth operation of whole office.


	May 2007- August 2007
	Turner Construction - International, Dubai, UAE
Project
–
The District – Al Jaddaf, Dubai

Client
–
Abyaar Real Estate Developers

Designation
–
Document Controller

Responsible for all documentation works, receiving and dispatching mails, maintaining incoming and outgoing logs, distribution of mails to the concerned departments, preparing monthly reports & other project related reports, thorough knowledge in Web Based Document Control System (ACONEX). 

Supporting the IT Engineer in trouble shooting, installation and maintenance of Network, Database & Web Servers, Computers, Printers and other related equipments.


	July 2005- March 2007


	MPS International, Bangalore, India
Designation - Manager – Operations and Public Relations
Responsible for all company correspondence in co-ordination with all relevant authorities.  Monitoring and assuring adequate document circulation, preparing relevant documents for approval, organize filing system in approved manner. Providing assistance to the team and train them for managing an accurate database system.


	October 2004 -July 2005


	Clarence School of Nursing, Bangalore , India
Designation - Manager – Administration
Complete office administration and co-ordination with all departments, independent correspondence, realization of outstanding payments, bank dealings, handling and processing staff salaries other payments, providing assistance to the team, arranging meetings, preparation of minutes, record keeping, file management, maintaining staff attendance records.



STRENGTHS

· Honest

· Team Player

· Positive Attitude and keenness to learn
· Hardworking nature and works well under pressure
· Ready to take up responsibilities and Leadership
· Good analytical and communication skills.
· Self correspondence, email communication and letter drafting. 

· Strong IT background with thorough knowledge of Software, Hardware and Networking.

· Thorough knowledge in Microsoft Office Packages
· Expert in Web based Document Control and Electronic Data Management Systems (ACONEX, Primavera Expedition & PIRS)
PERSONAL PROFILE

Age, Date of Birth
: 
37 Years, 14th May 1980

Gender


: 
Male

Marital Status

: 
Married
Religion


: 
Christian 

Nationality

: 
Indian

PASSPORT DETAILS

Place of Issue

:
Abu Dhabi
Date of Issue

:
18.03.2014

Date of Expiry

:
17.03.2024

UAE Visa Status
:
Residence (Transferable) 
Driving License

:
Valid UAE Driving License (Light Motor Vehicle)
Languages Known
: 
English, Hindi, Arabic (basic), Malayalam, Kannada and Tamil
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