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	Objective: To provide excellent administrative support/anticipating the needs to the entire team in the office. Creative innovative ideas to make the job easier. Keeps the flow of daily operations manageable and productive. To deliver the assigned work on time, keeping in mind the importance of delivering the quality of work. As I have good experience in handling the position of Document controller, Site Administrator and Project Secretary, I would utilize my experience and knowledge to grow professionally.


Post applied for


:  Document Controller / Site Administrator
                                                        Project Secretary
Personal information

Date of birth



:  31.07.1962
Nationality



:  India

Martial status



:  Married
Sex




:  Male

Language ability


:  English, Hindi & Malayalam

Passport details
Place of Issue



:  Cochin

Date of Issue



:  04-04-2013
Date of expiry



:  03-04-2023
Visa status



:  

	Educational Qualification
	:
	Bachelor Degree in Commerce - B.Com

Higher Diploma in Cooperation - H.D.C.

Proficient in MS Office 

Secretarial Course & Aconex
Shorthand higher conducted by K.G.T.E.

Typewriting higher conducted by K.G.T.E.

Typewriting high speed examination conducted by Godrej All India competition.

Accountancy lower conducted by K.G.T.E.

Hindi Typewriting


	Certificate Achievement successfully completed.
	:
	Hazard Identification held at Adgas,UAE
Breathing Apparatus, held at Adgas UAE
    Certificate of Appreciation for OAG shutdown

Certificate of Recognition for OAG shutdown


Vehicle License details

License Category


:  Light vehicle
Place of Issue



:  India
Working Experience 
TECHNIP:: Al Kafji, Saudi Arabia - [Onshore Oil & Gas Project]        
Jul 2015 – July 2016 
Site: Kuwait Gulf Oil Company

Title: Document Controller/ Admin. Coordinator
Nature of Works:

· Updating and monitoring Vendor, Engineering and Sub-Contractors Document Registers by using Hyperlink.  Maintaining in computer manual filing systems.

· Coordinate and maintain document register (MDR-Master Document Register).  Develop electronic filing and archive system and technical library for easy to issuance storage retrieval and management of documents to internal and external customers.
· Receiving and checking all incoming/outgoing communication on all project documents and distribute them as per project document plan.
· Provide full admin support to the team. Excellent typing & Shorthand skills 
TECHNIP France:: Dubai, UAE - [Onshore Oil & Gas Project]
         Dec 2013 –March 2015
Site: Dubai Dry Docks - Prelude – FLNG Project.         
Title: Document Controller/ Secretary / Site Administrator
Nature of Works:
· Documentation works by using PCB software. 
· Maintain the filing system according to the Company's procedures and in accordance with client’s standards. 
· Administrative duties i.e. booking conference calls, rooms, taxis, couriers, hotels etc.
· Maintains arranges and files for easy retrieves, storage or reproduce records, documents and reports assigns, reviews and prepares correspondence assignments. 
· Distribution of documents through secretarial mailbox.
TECHNIP France: Doha, Qatar - [Onshore Oil & Gas Project] 
          JULY 2013 - Nov.2013
Site: QATAR GAS – Jetty Boil Oil & Gas Onshore Project.         
Title: Site Administrator/Document controller

Nature of Works:
· Co-ordinate with the IT Department to create PDB & VDB tools to be used in all staff
· Controlling the project deliverables as per project procedures
· Issuing transmittals, preparation of the required copies of documents for distribution.  

· Responsible for filing the project documents in accordance with the filing procedure & in-house photocopying. 

· Submission documents to the Client / Sub contractor. 

· Maintain Log of incoming- outgoing docs. 
· Site administration activities such as, 
· Preparation of admin related documents and correspondence. Taking accurate minutes of meetings.
· Maintaining and updating of Staff attendance, Leave application, prepare travel booking forms, Expense Reports, preparation and submission of time sheets and associated forms in a timely manner.
· Handling reception and in-charge of office stationeries. Resolve administrative problems.  
· Coordinate with Accounts Department for Petty cash issues, preparation of petty cash journals and replenishment sheets on monthly basis. 
· Take the responsibility of Gate Pass and proxy card, H2s cards application, renewal etc. etc.
TECHNIP France: Das Island, UAE - [Offshore Oil & Gas Project]       FEB 2009 to Mar.2013
Site: ADGAS – Oil & Gas 1 Off-Shore Project.         
Title: Project Secretary/ Document controller /Site Administrator.

Nature of Works:
· Assist senior Superiors for secretarial and administrative duties such as filing, typing, copying, scanning etc.
· Update incoming and outgoing registers, distribution of minutes of meetings and keep proper record for documents. 
· Maintaining and updating of Staff attendance, Leave application, prepare charter booking forms and processing expenses sheets and invoices.
· Prepare Daily & Weekly Activity Reports, Manpower reports. Answering telephone calls and passing them on.
· Organizing air travel/hotel accommodation booking & site travel arrangements for Senior Managers.
· Maintain vehicle log book, keeps the fuel filling record, update routine oil change-service. 
· In-charge of office stationeries and pantry materials and keep inventory to know the availability of materials in stock. 
· Preparation and submission of Time sheets, Overtime sheets and associated forms in a timely manner. Travel and diary arrangements and setup accommodation for company visitors.  

THERMO LLC:: Dubai, UAE                                           

         FEB 2005 TO JAN 2009
Site:  Dubai International Airport Terminal –3 Project.
Title: Sr. Document Controller/Administration Assistant.

Nature of Works:
· Document controlling by using Econex system. 
· Updating shop drawings, incoming & outgoing correspondence, drafting letters. 
· Create/modify manpower records when new employees are hired and/or moved to new locations. 
· Control the filing system as per the established procedures and in accordance with client’s standards. 

· Manage the electronic filing system in a same and easier manner for easy retrieval. 

· Distribution of documents through internal mail system.

· Support the Admin / Secretary as and when required. Oversee and supervise the work of junior staff.
DAMAC:: Dubai, UAE                                                    

         FEB 2004 TO JAN 2005

Title:  Secretary-Finance Dept.
Nature of Works:

· Maintains good financial and business relationships with banking institutions and securities brokers; and maintains good corporate relationships with companies doing similar business with the company. Project a professional company image through in-person and phone interaction. Update dividends summation of share brokers, Bank Investment status. Answering multi-lined phone system, typing, accounts payable, accounts receivable, assisted with payroll, balance sheets.  Responsible for coordinating office operations and procedures in order to ensure organizational effectiveness and efficiency. 
AL NABOODAH AND BIN HAFEEZ EST:: Dubai, UAE          

        MAY 2000 TO FEB 2003

Site:  Consultant’s office: Parsons & Penspen International
Title: Project Secretary/Site Administrator
Nature of Works:

· Sort, check, distribute documents in accordance with the quality management system. Coordinate with the HRD to ensure that required human resources and machineries are available on time. Responsible for preparing worksheets, updating Shop Drawings, Material Submittals, Notice of Intent, RFAs, SCRs. Submit accurate and on-time manpower reports to the HR Department and the Main Contractor. Answer telephones and handle in appropriate manner. Maintain a master registry for all project contract documents. Co-ordinate with DEWA and ADWEA to get documents clearance for permitting to works. Prepare of timesheets and overtime sheets and update manpower list and onward submission to Consultant.

DISTRICT CO-OPERATIVE BANK Ltd.: India    


        JUL 1999 TO APR 2000 

Title: Clerk/Cashier

Nature of Works:

· Responsible for providing support to Cash Management Team, Prevent errors, financial losses and complaints. Prepare monthly and yearly data records, preparing cash vouchers, preparation of salary packets, tallying of physical cash balance. Prepare reconciliation statement and balance sheet. Calculating perks and allowances, responsible for updating account records and book-keeping/documentation.
Kerala State Industrial Development

Corporation [KSIDC]: Cochin, India       

       

        DEC 1997 TO JUN 1999

Title: Personal Assistant
Nature of Works: 

· Create, transcribe and distribute meeting agendas and minutes. Distribute, monitor and, when appropriate, respond to mail, faxes and general correspondence. Provide document word processing and document formatting assistance, and develop and amend spreadsheets.
HIGH COURT:: Government organization:: Cochin, India  

       AUG 1990 TO MAR 1993  

Title: Personal Assistant
Nature of Works:

· Take dictation of verdicts from Hon’ble Judges and distribute approved minutes as directed. Providing timely reminders of deadlines. Maintain strict confidentiality of all the documents. Make travel arrangements for sittings and provide administrative and secretarial support.
