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FAJER
Dear Sir,

This is with regards to applying for any suitable post in your esteemed organization.

I am looking forward to a challenging work environment and would appreciate an opportunity to utilize my education and qualities for the benefit of your organization and in turn assisting me in realizing my goal of self-development. My sincere intentions make me confident of making an immediate and valuable contribution towards the growth of the company coupled with my hard work and strong work ethics.

Looking forward for a favourable response from you,

FAJER 

Objective:

A suitable position enabling me to utilize my education and experience more meaningfully where I can implement my knowledge and skills to the complete satisfaction of my superiors and to the benefit of the organization I work for.

Exposure:

· Nearly 5 years of UAE experience out of which about 4 years in the field of Secretarial / Documentation work.

· Thorough knowledge in all Document Control works.  

· Experience with Primavera Expedition in the current project.
· Good Knowledge and practical experience in Computer Including Windows XP, Microsoft Office Packages.

Capabilities:

· Familiar to team work environment.

· Fast learner and self educator.

· Capable to cope up with all the situations. 

· Ambition to grow with the organization by hard work.

· Holds valid UAE Driving License.
Professional Experience
1. INJAZ LLC – Dubai – UAE

Designation:
Document Controller

Period:

09/2008 to 12/2008

Duties and Responsibilities:

· Administering daily activities in the office ensuring systematic and organized flow of documents. 

· Preparation of general outgoing correspondence.

· Tracking of incoming and outgoing correspondences.

· Liaising with Contracts dept. to track the status of project payments for the purpose of updating records.
· Organized filing in compliance with company standards.

· Coordination with the respective Engineers, Project Managements and Consultants to ensure important submissions. 
2. Arif & Bintoak Consulting Architects & Engineers, DUBAI - UAE

Designation:
Document Controller

Period:

08/2006 to 08/2008

Duties and Responsibilities:

· Administering daily activities in the site office ensuring systematic and organized flow of work. 

· Preparation of general correspondence.

· Receiving/recording and returning back various site related documents and also maintaining/daily updating computer records of the same & organized filing.
· Administering incoming/outgoing calls and faxes

2. Transmed Overseas Inc., Dubai- UAE

Designation:
In store Merchandiser

 
Period:

08/2005 to 05/2006


Duties and Responsibilities:

· Shelf Display, Warehouse & Stock Management. 
3. Dewan Al Emara Consultants, Dubai - UAE
Designation:
Document Controller 

Period:

03/2005 to 05/2005


Duties and Responsibilities:

· Overall Document Control Works. 

4. Gulf General Trading Establishment, DUBAI - UAE
Designation:
Office Secretary 

Period:

06/2003 to 11/2003 & 03/2004 to 03/2005.

Duties and Responsibilities:-

· Preparing documents as & when required by the staff, telephone operating,filing.
Academics


Bachelor of Commerce (B.Com), from Mahatma Gandhi University, Kottayam, Kerala, 2001.      

Pre Degree Course, from St. Berchman’s College,  Kerala, India in 1998

· SSLC, from New Indian Model School, Dubai, UAE, in 1995.
Skills


Internet


:
Email, FAX, etc.

OS



:
Windows 2000/XP


Packages


:
MS-Office, Primavera Contract Manager 

 
Languages known 

:           English, Malayalam, Hindi 
Personal Information



Nationality
:
Indian
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