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OBJECTIVE

Professional outlook, along with multi-tasking and time management, learning and organizational skill and a perfectionist attitude, with fine attention to detail, shows self-discipline, Strong negotiation and closing skills. To serve a growing organization to the best of my ability sincerely, honestly with hard labor and where I am the role player for the overall growth of the concern and give respect to my senior. I am ever keen to acquire some new technologies and climb the corporate to ladder by honest and hard work.

INTRODUCTION

· Master degree with 5 Year experience in construction and Oil and Gas.
· Working as a Document Controller (Mechanical.) in Alghanim International Kuwait.
· Proficient in Microsoft Office – Excel (VLOOKUP), PowerPoint, and Microsoft Word.
EDUCATIONAL QUALIFICATIONS

· One year Diploma course in certified industrial accountancy from ICA 

· Diploma In Computer Application  from a government institute

· M.B.A in from Sikkim Manipal university 

· Bachelor Degree in Arts from Delhi University (India) in the year 2010. 

IT SKILLS

	· MS office

· Tally ERP 9
	· Busy 14.0

· Internet Surfing & E-mailing


INDUSTRY EXPOSURE / TRAINING
1. Recently working as a Document controller (Mechanical.) in ALGHANIM INTERNATIONAL – KOC Project KUWAIT from April 2017 to Nov 2018
Company Profile:
Alghanim International is one of Kuwait’s most prominent engineering, procurement and construction contracting companies. It is classified by the government as a category 1 contractor, the highest rating, and is certified for ISO 9001:2000. Alghanim International undertakes major Civil, Infrastructure and Power Projects which include Design, Engineering, Procurement, Installation, Commissioning, Operation and Maintenance of Power Stations, Pumping Stations, Oil and Gas Pipelines, Refineries, Desalination Plants, Major Housing Projects, Commercial Buildings, as turnkey EPC Contractor, Prime Contractor and Major Sub-Contractor.
PROFILE OF WORK EXPERIENCE

Organization

:
ALGHANIM INTERNATIONAL KUWAIT
Designation

:
Document controller (Mechanical)
About Project:
Project LFHO “Lower FARS Heavy Oil Development Program Phase-1

(60 MBOPD) - KOC Project”

PMC – Worley Persons, Main Contractor – PETROFAC
Job Responsibilities:

· Responsible for update in Excel spreadsheet and coordinate with Amogh team (Petrofac)                     as: Fit-up Reports, Daily Welding Reports (DWR), NDT Requts (RT, HT, MPT, LPT,   and PWHT & UT),

· To be prepared Daily welding reports and enter all the welding reports in the system before entering in the system check the WPS no of welder, welders is qualified or not, check the heats no verified the materials, size, thickness and isometric.

· Update and maintains NDE Status Reports, Welding Performance Records and Welder                                                                                                                            Performance Records

· Prepare and Submit Weekly Piping Progress Reports and RFI Reports to PETROFAC.

· Prepare the Weekly Project Quality Control and the Weekly Repair Rate Report to Submit            Alghanim QA/QC Dept.
· To enter all the packages number and submit our client that how many packages have been done hydro test and how many remaining for hydro test.

· Prepare and verify the updated Welder Register after each qualification and submit to PIL/PMC for approval.

· Preparation of Preservation Log as per PETROFAC requirement on monthly basis and        submit the Preservation Log to PETROFAC on monthly basis
· Assists in Handling & Maintaining Project QC Documents in accordance with Company      Procedures.

· Daily coordinate with petrofac team from email, phone and other communication system.

· Perform other activity such as scanning, photocopy, making welder card and lamination and RFI submission in client office.
· Coordinate with mechanical QC inspector (site and workshop) and maintain the exact data which is required and submit to QC Manager.
· To give all the reports to planning and our client whatever dia inches have been completed and how much dia inches are remaining

· Performs General Office Duties and Administrative Tasks. Reporting to Quality Control Administrator or QC. Engineer/QC Manager.
2. Amrapali Group – Office Administrator/Clerk (Documentation)
Company profile 

Amrapali Group is a Delhi based construction company with many commercial (IT Parks, multiplex and hotels) and residential (flats, Apartments) project in Delhi NCR and other state in India.
Job Responsibilities:
· Copying Scanning and storing Documents   
· Check for accuracy and edit files like contracts etc.

· Distribute Project related Copies to internal team 

· Bank reconciliation & banking works.
· Preparing vouchers for site expenses & invoices & Purchase order
· Preparing letter for all corporate needs
· Kept and maintained project files and maintain up-to-date work records
· Excellent time management and organization skills

· knowledge of site safety practices and regulations
· organize and monitor staffing schedules and rotations
· Answered all mails received by clients and resolved their queries and complains on a daily basis.
3. P.D DUBEY & CO.  –As a trainee  Account assistant from April 2010 to may 2011

Company profile

P.D Dubey and company is a C.A firm which have more then 200 client of small and medium firm,firm is basically work for financial and taxation work .

Job Responsibilities: 

· Working on taxation  of clients of the company

· Making letters and report for bank and  corporate client 

· Handling client inquiries by mailing and phone

· Maintain office files and keeping the records in separate files

· Establish table of accounts and assign entries to proper accounts 

Extra Curricular
· Organized cultural Events in School & Colleges activities. 
· Active participant in sports events in school and college.
STRENGTHS

· Punctual

· Hard Working 

· Comfortable to mange in any environment 

HOBBIES

· Watching movies, and learning new thing using net surfing.
PERSONAL DETAILS
· Date of Birth

:
01 November 1987.

· Marital Status

:
Single
· Nationality

: 
Indian


· Languages Known
: 
English , Hindi, Maithili 

