CURRICULUM VITAE

SHAMJI  
Shamji.381355@2freemail.com 

EXECUTIVE SECRETARY / DOCUMENT CONTROLLER
SYNOPSIS

Career Objective:  To contribute to the development of an organization by being part of an effective team in the area of Office Administration. Positive attitude and integrity are my forte.  I consider myself as self-motivated and built on sound principles with character.  I am willing to learn and welcome challenges.

Educational Qualifications

Graduated in Economics and History from Calicut University in the year of 2007.

Additional Qualifications
Higher Diploma in Software Engineering from APTECH Computer Education in July 2001.
Specialized in
Visual Studio (VB, VC++ and VJ++)


RDBMS:      MS Access and Oracle with Developer 2000

Higher Diploma in English Type Writing from Kerala Government Technical Education Dept. in January 1996.
AUTOCAD Certificate in Architectural Drawing from Lakhotia Computer Centre in February 2006.

Micro Station Certification from Ristems Software Solutions in January 2006.

Professional Work Experiences
Project Name
:
Jazan Refinery & Terminal Project
Client Name
:
Saudi Aramco
Contractor Name
:
Tecnicas Reunidas Co. Ltd. (Jazan)
Designation
:
QA/QC Document Controller
Duration
:
3 Months (February 2017 – April 2017) (Short Term Contract).  
Job Responsibilities
:
To prepare Lateral Joint Test Packages. Perform the Request For Inspection documents scanning work.

________________________________________________________________________
Project Name
:
Jazan Refinery & Tank Farm Project
Client Name
:
Saudi Aramco
Contractor Name
:
Petrofac International Co. Ltd. (Al-Khobar & Jazan)
Designation
:
Project Executive Secretary
Duration
:
4 Years (December 2012 – December 2016) 
Job Responsibilities

:
Main Engineering correspondence draft reviewer before Project Director final approval. Responsible for correspondence documents such as Letter, MOM, Facsimiles, document transmittals, Contract Change order requests and other documents exchanged between the owner and contractor between any other party and contractor and within contractor to implement the project.




Design documents – Main designer of Jazan projects (Letters, Minutes of Meeting, Transmittal & TQ).


Communication documents within contractors & prepare outgoing correspondence by computer system to control both of correspondence issue status and receiving reply status.



Call meeting attendees for the meeting and prepare minutes of meeting, record of conversation etc. Prepare the circulation list for the received documents/drawings to review concern Managers and field engineers. Follow up correspondence status.


Register the revised documents/drawings in Document Control Management System (Petrocept Documentum) for quick access.

________________________________________________________________________
Project Name
:
Yanbu Aramco Sinopec Refining Project (YASREF)
Client Name
:
Saudi Aramco
Contractor Name
:
Dayeem Punj LLoyd (Al-Khobar)
Designation
:
SAPMT Project Executive Secretary (KBR)
Duration
:
1 Year & 8 Months (December 2010 – July 2012) 
Job Responsibilities

:
Responsible for correspondence documents such as Letter, Facsimiles, document transmittals, and other documents exchanged between the owner and contractor between any other party and contractor and within contractor to implement the project.




Assist SAPMT Senior Project Engineers to prepare Procedures, Specifications, Scope of Works, Data sheets & various Method of Statements.


Handling various Documents/Drawing such as Plan drawings, Piping and Instrument drawings, Isometric drawings, Electrical drawings, Shop Drawings, Specifications, Procedures, Data sheets, Test package, Calculation sheets, Test reports of manufactures/vendors, Bill of materials, Material Requisitions and Incoming & Out going fax and letters etc.

________________________________________________________________________
Project Name
:
SABIC Group-2 Material Management Warehouse (Ibn Al-Baytar - Jubail)
Client Name
:
SABIC
Contractor Name
:
Ibn Al-Baytar
Designation
:
Focal Point for SABIC Group-2 Material Management Warehouse (A Warehouse group for 6 SABIC Plants)
Duration
:
3 Months (June 2010 – August 2010) - Leave Vacancy.
Job Responsibilities

:
Responsible for correspondence documents such as Letter, Facsimiles, document transmittals, Reports and other documents exchanged between the 6 SABIC Plants. Prepare & generate different SAP reports for showing the project progression. Monitor & Analyze the business movements of each plant under the group and report periodically to the supervisors. Examine the stocks daily, weekly & monthly wise and send the reports to supervisors. If required organize the group meeting. 
________________________________________________________________________
Project Name
:
SABIC Accounts Payable (Jubail)
Client Name
:
SABIC
Contractor Name
:
SABIC
Designation
:
Executive Secretary cum Document Controller

Duration
:
3 Months (April 2010 – June 2010) - Leave Vacancy.

Job Responsibilities

:
Responsible for direct dealing with SABIC customers for fulfilling their business interests & accounts through telephone & mail. Help them to open the portal access. Prepare & generate different SAP reports for Customer satisfaction. Monitor & Analyze the business movements and report periodically to the supervisors. Prepare daily, weekly & monthly wise reports and send the reports to supervisors. Do maximum as a Team member for the SABIC customer satisfaction. Keep the custodianship of giant SABIC Document Ware House. 

________________________________________________________________________

 
Project Name
:
Jubail University College Infrastructure Project
Client Name
:
Royal Commission
Contractor Name
:
Bechtel – Al-Harbi (Jubail)
Designation
:
Project Executive Secretary cum Document Controller
Duration
:
11 Months (February 2009 – December 2009) 
Job Responsibilities

:
Responsible for correspondence documents such as Letter, Facsimiles, document transmittals, and other documents exchanged between the owner and contractor between any other party and contractor and within contractor to implement the project.




Handling various Documents/Drawing such as Plan drawings, Piping and Instrument drawings, Isometric drawings, Electrical drawings, Shop Drawings, Specifications, Procedures, Data sheets, Test package, Calculation sheets, Test reports of manufactures/vendors, Bill of materials, Material Requisitions and Incoming & Out going fax and letters etc.

Organizing and maintaining the documents filing system and ensuring in proper sequence numerically, by areas or by drawings/documents number for fast retrieval of the latest revision.

Receiving incoming drawings and documents checking its drawing number revision no, approval date and stamp.

________________________________________________________________________
Project Name
:
Sharq 3rd Expansion Project
Client Name
:
SABIC - Eastern Petrochemical Co. (Sharq) - Jubail
Contractor Name
:
Foster Wheeler Ltd.
Designation
:
Client Document Controller

Duration
:
11 Months (December 2007 – October 2008) 
Job Responsibilities

:
Responsible for handling various Documents/Drawing such as Invoices, SABIC Field Instruction Sheets, Field Variation Orders & Prior Approval Forms, Plan  drawings, Piping and Instrument drawings, Isometric drawings, Electrical drawings, Shop Drawings, Specifications, Procedures, Data sheets, Test package, Calculation sheets, Test reports of manufactures/vendors, Bill of materials, Material Requisitions. And also controlling documents such as Letter, Facsimiles, document transmittals, and other documents exchanged between the owner and contractor between any other party and contractor and within contractor to implement the project.


 

Organizing and maintaining the documents filing system and ensuring in proper sequence numerically, by areas or by drawings/documents number for fast retrieval of the latest revision.

Receiving incoming drawings and documents checking its drawing number revision no, approval date and stamp. And controlling Material permits.

________________________________________________________________________

Project Name
:
Khursaniya Gas Plant Project
Client Name
:
Saudi Aramco
Contractor Name
:
Bechtel/Technip Joint Venture
Designation
:
Contract Admin Assistant
Duration
:
1 Year & 2 Months (July 2006 – August 2007) 
Job Responsibilities

:
Responsible for Checking the Subcontractor time sheets & Invoices. Performing Expedition work & technical secretarial work. And also responsible for correspondence & controlling documents such as Letter, Invoices, Contract documents, Facsimiles, document transmittals, and other documents exchanged between the owner and contractor between any other party and contractor and within contractor to implement the project. 
_______________________________________________________________________
Project Name
:
Hassad-2 Expansion Project
Client Name
:
Jana Petrochemical Co. Jubail

Contractor Name
:
Jana Petrochemical Co.

Designation
:
Project Secretary

Duration
:
2 Months (May 2006 – June 2006) - Leave Vacancy
Job Responsibilities

:
Responsible for correspondence documents such as Letter, Invoices, Facsimiles, document transmittals, and other documents exchanged between the owner and contractor between any other party and contractor and within contractor to implement the project. 

Handling various Documents/Drawing such as Plan drawings, Piping and Instrument drawings, Isometric drawings, Electrical drawings, Shop Drawings, Specifications, Procedures, Data sheets, Test package, Calculation sheets, Test reports of manufactures/vendors, Bill of materials, Material Requisitions and Incoming & Out going fax and letters etc.

________________________________________________________________________
Project Name
:
Man-power Supporting Projects
Client Name
:
Various Contractors under Saudi Aramco
Contractor Name
:
Technical Sources
Designation
:
Office Admin Assistant
Duration
:
3 Months (February 2006 – April 2007) 
Job Responsibilities

:
Responsible for preparing candidates resumes & arrange their interview. Controlling documents such as Letter, Invoices, Contract documents, Facsimiles, document transmittals, and other documents. 

________________________________________________________________________

Project Name
:
Various Projects under Well Sites Division
Client Name
:
Saudi Aramco
Contractor Name
:
RH Al-Marri & Sons Company, Abqaiq
Designation
:
Office Secretary cum As-built draftsman
Duration
:
10 Months (November 2004 – August 2005) 
Job Responsibilities

:
In-charge of three (3) Saudi Aramco Contracts (Well Sites Expansion, Existing pipeline repair & Mud Tanks) consisting 5 member group under Operation Manager. Monitor the weekly business approximately five (5) million. Full power for handling Aramco Service Entry Sheet issues. Responsible for correspondence & controlling documents such as Letter, Invoices, Contract documents, Facsimiles, document transmittals, and other documents exchanged between the owner and contractor. Draft Well Sites As-built drawings under the super vision of Lead Civil Engineer.
________________________________________________________________________

Project Name
:
Onshore Maintain Potential Project for Trunk Lines/ Flow Lines, Qatif
Client Name
:
Saudi Aramco
Contractor Name
:
RH Al-Marri & Sons Company, Juayma, Qatif

Designation
:
QA/QC Secretary 

Duration
:
9 Months (February 2004 – October 2004) 
Job Responsibilities

:
In-charge of preparing & submission of Pipeline Hydro-test Packages to the Client.  Responsible for inter department correspondences. Prior Submission of Packages, preparing & Maintaining RTFI Reports & NDT Reports. Co-ordination work with QA/QC inspectors for the timely package submission.

________________________________________________________________________
Project Name
:
Cold Storage Marketing
Client Name
:
Various
Contractor Name
:
Ghaleefa H. Al-gosaibi Cold Storage, Dammam

Designation
:
Business Analyst Apprentice
Duration
:
2 Months (December 2003 – January 2004) 
Job Responsibilities

:
Responsible for inter department correspondences.  Produce reports and send different Marketing Managers.
________________________________________________________________________

Project Name
:
Various Building Projects
Client Name
:
Various
Contractor Name
:
Nizam Establishment for Trading and Contracting, Jeddah
Designation
:
Office Secretary cum Accountant

Duration
:
9 Months (April 2003 – December 2003) 
Job Responsibilities

:
Responsible for prepare Invoices for the Client submission & checking the subcontractor invoices and maintain the Company Accounting System. Prepare employee time sheets & issue salary payments. Collect payments from the Client. And responsible for correspondence & controlling documents such as Letter, Invoices, Contract documents, Facsimiles, document transmittals, and other documents.

________________________________________________________________________

Project Name
:
Various Building Projects
Client Name
:
Various
Contractor Name
:
Saudi Wiemer and Tracte, Jeddah

Designation
:
Office Secretary cum document controller

Duration
:
6 Months (October 2002 – March 2003) 
Job Responsibilities

:
Responsible for correspondence & controlling documents such as Letter, Invoices, MOM’s, Contract documents, Facsimiles, document transmittals, and other documents. Prepare employee time sheet. 

________________________________________________________________________

Project Name
:
Various Projects
Client Name
:
Various
Contractor Name
:
Applied System Group, Jeddah

Designation
:
Office Secretary 

Duration
:
6 Months (May 2002 – October 2003) – Leave vacancy
Job Responsibilities

:
Responsible for correspondence & controlling documents such as Letter, Contract documents, Facsimiles, document transmittals, and Arabic typing works. 

Professional Work Experience in India
Project Name
:
Various Educational Projects
Client Name
:
Various
Contractor Name
:
Universal Group of Institutions, Calicut, India

Designation
:
Computer Operator cum Instructor (Programmer)
Duration
:
1 Year (January 2001 – December 2001)
Job Responsibilities

:
Responsible for preparing Government of India Engineering & Medical Entrance Examination Study materials for students. Conducting classes for computer subjects. 

Computer Skills
 Computer Exposure               
:   Good knowledge of MS Office and Internet

Personal Profile

Nationality
:
Indian

Date of Birth
:
April 12, 1974

Marital Status
:
Married

Languages known
:
English and Arabic (manageable)

Others
:
Good Communication and Presentation skills
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