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CURRICULUM VITAE                      
NAME 
:  
KARTHIK
Email






:       karthik.379700@2freemail.com 

DATE OF BIRTH
:
20-03-1981
FATHER’S NAME
:
GANDHI
RELIGION
:
HINDU
STATUS
:
MARRIED

NATIONALITY
:
INDIAN
PASSPORT DETAILS
:
Date of Issue 
:
05/05/2013


Date of Expiry
:
04/05/2023
QUALIFICATION
:
B.Sc Chemistry
ADDITIONAL  QUALIFICATION
(
MS OFFICE, C++, JAVA, Computer Cum INTERNET Literacy Programme & Basics in AUTOCAD.
LANGUAGES KNOWN
:
Tamil, English, Hindi & Arabic, Malayalam.
WORK EXPERIENCE
(
More than 5 years Experience in Administration & Personnel

(
More than 2 years Experience in Document Controller & Secretary

OBJECTIVE

Seeking a challenging and responsible position in a giant organization for Personnel Executive, secretarial, Documentation & Administrative job in view of the opportunity for growth & advancement.

STRENGTH

Strong motivation with successful background in Supervision Of Personnel / Recruitment Affair,  Office Administration, Site Administration, Payroll / Cash Transaction/ Documentation, Transportation, Billing, and Software applications.
Description & performance
Worked with the capacity of Administration jobs, Cash transaction, Billing, Purchasing, Transportation & Public Relation with good strength of  Manpower.(skilled, semi-skilled, Administrative, Engineering & Managerial level )

· Accommodation, transportation, catering and all workers need. 

· Managing and organizing Camp activities
· Managing and directing staff ,and preparing their payroll 




Site Operations

· Arrange all certificates for equipment and for the operators

· Manage Store materials, store keeper and workers.

· Organize rental equipment  and  ensure  all sites need 

· Prepare staff  and  the  labour  payrolls

· Coordinate and Distribute salary to all labour              
Worked with the Knowledge of Documentation, updated records & All kinds of documentation registers:
· Assisting in coordinating the activities related to document control, including auditing and distribution of controlled documents, maintaining electronic department directories and tracking and reporting document review progress.
· Working independently to facilitate work group activities in the department.
· Managing the archival activities for controlling documents and validation of documentation files.
· Assisting in the management, implementation and administration of the department’ s electronic document management systems (EDMS).
· Working with subject matter professionals on technical subjects in a collaborative, positive manner in preparing controlled documents that conform to required defined formats.
· Reviewing and proofreading documents for consistency in document formats and system concerns.
· Verifying and issuing product labels and production documents to the manufacturing department.
· Using department databases to manage, track and control issued documents.
· Assigning material part numbers, lot numbers and other document tracking numbers.
· Effectively following policies to provide support for the quality systems during corporate audits and actively participating in department activities.
· Adhering to and enforcing company policies and procedures related to document control.
· Performing audits of company processes and areas to confirm compliance with approved control procedures.
EXPERIENCE
a)   Name of the Employer      
:
Kettaneh Construction Qatar W L L
      Name of the Contractor
: 
FISIA & GE 

      Project 
:
RAF B2 Qatar Electricity and Water Company, Doha - Qatar
      Position 
:
Personnel Officer (Administration) 
      Period 
:
Mar 2006 to Feb. 2009


b)   Name of the Employer
:
Kettaneh Constrcution Qatar W L L 
      Name of the Contractor
: 
DOOSAN    
      Project 
:
Qatalum Project, Doha – Qatar

      Position 
:
Acting Administrator  

      Period 
:
Mar. 2009 to Aug. 2010
c)   Name of the Employer
:
Kettaneh Constrcution Qatar W L L 
      Name of the Contractor
: 
TECHNIP CHIYATO JOINT VENTURE   

      Project 
:
Platuea Maintenance Project, 


Raslaffan Industrial City,



Alkhor Doha – Qatar

      Position 
:
Project Manager’s Secretary Cum Document Controller
      Period 
:
Nov. 2010 to Oct 2013
c)   Name of the Employer
:
J S Publications 

      

Plot No. 86, Swamy Vivekanandar nagar,



K. Pudur, Madurai - 620007
      Position 
:
Administrator.
      Period 
:
Dec. 2013 to Till Date

