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Personal Information


Marital status: Married.

· Nationality:      Indian.

· Age:                33years ( D.O.B. 24TH July 1967)

· Place of Birth: Bombay, India.

· Passport No:   A-7075851 (Issue: 19.04.99 , Exp.: 29.08.2000)

· Place of Issue: Abu Dhabi, U.A.E.

· Local Address : C/o. Tyco Fire & Security (U.A.E.) L.L.C.

                              P. O. Box – 3333, Abu Dhabi, U.A.E.

Objective


Try my level best to work sincerely and please my seniors by using my expertise to the optimal.

Education


1990 University of Bombay, India.

BACHELOR OF COMMERCE

COMPUTER SOFTWARE APPLICATIONS KNOWN


· WINDOWS 2000.

· MS WORD.

· MS EXCEL.

· MS POWER POINT 2000.

· MS PUBLISHER 98

· MS PROJECT 98.

· ADOBE.

OTHER PROFESSIONAL COURSES

a)  English Typing – 40 wpm (Manual & Electronic).

b) Office Assitant Course.

TRAINING COURSE

Completed U.A.E. Ministry certified Training Course for MS Project 98 from  Areef Computers, Abu Dhabi.



OVERALL EXPERIENCE    :     10 ½ YEARS.

EXPERIENCE SUMMARY


experience - u.a.e

May 2000 to date.

TYCO FIRE & SECURITY (U.A.E.) L.L.C – ELECT. DIVISION.

During this period Tyco Fire & Security (U.A.E.) L.L.C, was internally split into two separate divisions, Mechanical & Electrical.  I was appointed as Electrical Division -Administrator  reporting to the Manager.

Nature of Duties :

· Formulation of various QA/QC Procedures, Check Lists, etc.

· Formulating the Minutes of Meetings & other reports, like Client/ Sub-contractors Meetings, Sales Engineer’s Meetings, Site Survey Reports, Site Accident Reports, etc.

· Preparing the Project Schedule, Organisation Charts, etc in MS Project and Power Point.

· Preparations of various other schedules in MS Project like Employees Leave Schedule, etc.

· Weekly & Monthly Project Reports – Updating of Gantt Charts, ‘S’ Curves, Updating the list of Transmittals / Correspondence to and from Client and keep track of the same, etc.

· Technical Submittals, Tenders & Pre-qualification documents.

· Updating of Cost to Come Sheets of all projects, Time Sheets & Project Invoicing.

· Produce Operating & Maintenance Manual in the form of a Web Page and submit it to client. (Hard Copy & Soft Copy).

· Preparing Faxes , Quotations, Delivery Notes, etc.

· Preparing Weekly & Monthly Sales Reports.

· Filing & Document Control.

May 99 – Apr 2000

TYCO FIRE & SECURITY (U.A.E.) L.L.C.

During this period the Wormald Gulf L.L.C., was incorporated into the Main Group (Tyco International Ltd., U.S.A.) and its name was changed to Tyco Fire & Security (U.A.E.) L.L.C. Tyco was awarded the prestigious project of Adnoc -  Fire & Gas Revamp at Umm Al Nar and Ruwais Refineries. I was moved from the Sales Department to Projects Department as the Project Administrator for the above project, reporting to the Project Manager. 

Nature of duties :

· Formulation of various QA/QC Procedures, Check Lists, Health & Safety Manual, etc.

· Taking down minutes of the Weekly Engineers Meetings & formulating them.

· Co-ordination with site and arranging for all their requirements.

· Formulating the minutes of various other meetings like Client/ Sub-contractors Meetings, Site Survey Reports, Site Accident Reports, etc.

· Preparing the Project Schedule.

· Preparation of various other schedules in MS Project.

· Weekly & Monthly Project Reports – Updating of Gantt Charts, ‘S’ Curves, Updating the list of Transmittals / Correspondence to and from Client and keep track of the same, etc.

· Technical Submittals, Tenders and Pre-qualification documents.

· Produce Operating & Maintenance Manual in the form of a Web Page and submit it to client. (Hard Copy & Soft Copy).

· Updating of Cost to Come Sheets of all projects & Invoicing.

Dec 98 – Apr 99

WORMALD GULF L.L.C. - ABU DHABI.
Appointed as a Sales Administrator reporting to the 

Sales Manager.

Nature of Duties :

· Preparing Faxes & Supply Quotations.

· Preparing Weekly & Monthly Sales Reports.

· Booking the Incoming Enquiries & Purchase Orders and keeping track of the same.

· Preparing Technical Submittals/Tenders & Pre-Qualification documents.

Oct 95 – Nov 98

KHANSAHEB (UKCON) INTERNATIONAL LTD.,ABU DHABI.

Appointed as an EXECUTIVE SECRETARY / ACCOUNTANT reporting to Director & General Manager.

Nature of Duties :

· Attending to telephone calls, General faxes In / Out , Filing & Document Control and all other office routines.

· P.A. to General Manager – In / Out Correspondence, Weekly / Monthly Management Reports, Budgeting, Ticketing, Hotel Bookings, etc.

· Maintaining Books of Accounts, Employee Details & Payroll.

· Banking , Handling of Cash Receipts / Payments.

· Assisting the Contracts Manager in preparing Quotations, Tenders & Pre-qualification Documents.

· Procurement of Materials, Tools & Equipment, Hire of Labour, Project Documentation / Reports & Invoicing.

· Co-ordination with site and arranging for all their requirements.




EXPERIENCE - INDIA

FEB 90 – MAY 95

ELECTROMARK DEVICES (BOMBAY) LTD., BOMBAY, INDIA.
Appointed as an ACCOUNTANT reporting to the Finance Manager.

Nature of Duties :
· Data Entry of Purchase Invoices, Payment Vouchers, Cheque Collections and Petty Cash Vouchers.

· Preparing Sales Invoices.

· Preparing Cheques & Dr / Cr. Notes.

· Bank Reconciliation Statement.

· Account Reconciliation of Debtors and follow-up of Outstanding Payments.

· Attending to Sales Tax and Professional Tax Assessments and preparation of the related documents.

· Assisting the Finance Manager in Income-tax Assessments.

· Assisting my manager in preparing Trading, Profit & Loss A/c and Balance Sheet.

· Attending to the queries of the Auditors.

· Banking & All other office routines.

· Letters of Credit and its Documentation.

· Self Correspondence.



LANGUAGES KNOWN


English, Hindi, Marathi & Malayalam.

Hobbies


Reading and Listening to Music.

References


· Mr. Mark Roberts – Manager Electrical Division

TYCO FIRE & SECURITY (U.A.E) L.L.C.,

Mobile No.: 050 – 4469537.      Office :  00971 2 6777 776.



· Mr. John Duggan–(Khansaheb (UKCON) International L.L.C. – Director / General Manager)

Mobile No : 0044 780 141 3503.    Resi. :  0044 1925 226914.

· Mr. Mahavir V. Sheth – Managing Director

ELECTROMARK DEVICES (BOMBAY) LTD.,

Office Tel. No. 0091 22 2034545.

Permanent Address :

54/2504, • M.H.B. COLONY • GANDHINAGAR • BOMBAY - 400051 • INDIA

Phone : 0091 22 6414420       E-mail: cmohanmenon@hotmail.com

