                                     CURRICULAM VITAE


	


Mr. ARNAB GHOSH

S/o ANANDA KUMAR GHOSH

CHANDUR, PASCHIM MEDINIPUR

WB, INDIA-721260
Email Address: arnabghsh417@gmail.com / arnabghosh417@gmail.com
Skype id: arnab.ghosh1952
Mobile #   +919775353817(IND)
Position Applied for:
Objectives: Looking for the challenging position in the field of construction & fabrication of automobiles, piping, production & manufacturing to utilize my full potential, skill and qualification for the organization’s growth and to learn about new revolution technologies & develop the department which I assigned and I would be certainly looking forward to accept the challenges of working in a environment that gathered with highly qualified and multinational professionals.
Working Experience:

Company
                 : HD Trailers manufacturer private ltd.
     (One of the best trailers parts manufacturer/supplier).
                                          Bilaspur, Chhattisgarh 492001(INDIA).

Duration                             :  Jun 2019 TO Present
Position Held            : BRANCH IN- CHARGE
Duties and Responsibilities of Branch IN- CHARGE:
Reporting to Managing director and following are my responsibilities.
July 2019 to Present.
· Ensure customer satisfaction. Responsible for supervising stock order procedures.
· Good relationship with customer and end-user, Preparation of sales order and delivery notes.
· Preparation of sales and service schedule as per customer requirement.

· Keep filing all incoming and outgoing documents for record.

· Preparation Quotation and inquiry documents. Monitoring stoke and store material.
· Preparing reports by collecting, analyzing, and summarizing data.

· Reviewing physical inventories periodically. Maintaining stock and consumption records.
· Compiling report of expenditure, and monthly stock report.

· Receiving, distributing and maintaining adequate quantities of stocks at all times.

· Maintaining optimal stock levels, Create a plan for engagement.
· Client and customers visit as per requirement.

· Resolving all kind of service related issue. 

· Guidance and staff motivation, handling sales and service team. 

· Providing leadership, training and supervision

· Preparing daily/weekly reports, responsible for the administration and efficient daily operation
Working Experience:

  Company
         : GULF HEAVY INDUSTRIES Co.

(Formerly GULF ENGINEERING COMPANY)
                                       P.O. Box 342 Al-Jubail 31951 Kingdom of Saudi Arabia.

Duration                     :  FEB 2011 TO MAR 2019
Position Held        : MARKETING & ESTIMATION COORDINATOR.
GULF HEAVY INDUSTRIES Co. (formerly Gulf Engineering Company for Heat Exchangers Ltd., GEC) is an ISO 9001, Saudi Arabian Oil Company (ARAMCO) approved company engaged in Engineering, Procurement and Construction for two decades dealing with Pressure Vessels, Heat Exchanger, Columns, Power Piping, Storage Tanks, Stacks & Chimneys, etc., for different core sections industries such as Petroleum, Petrochemical, Fertilizer, Chemical, Steel and Power. GHI is accredited with Code Stamps ASME “U”, “U2”, “S”, “PP” & “R” Stamps.
Duties and Responsibilities of Coordinator:
Reporting to Marketing Manager and following are my responsibilities.
January 2018 to March 2019.
· Collect, scan, and upload documents following set procedures.

· Ensure all technical documents, such as reports, drawings, blueprints, agreements, tender documents are collected and registered in the system.

· Notify personnel of updated document versions and how to access them

· Print and distribute documents as necessary.

· Work with documents and records across various departments, including human resources, tender, Purchase, Stores, P&M, Accounts, Project Management, BD & construction.

· Drafting of letters related to departmental or as directed.

· Proper storage and control of the numbering, sorting, filing of documents in physical/softcopy for easy access.

· Review and update documents for better understanding and for storage.

· Distribute all recorded copies to internal teams as and when required.

· File documents in physical and digital records for the smooth functioning of the departments.

· Retrieve files as requested by employees and clients

· Manage the flow of documentation within the organization

· Maintain confidentiality around sensitive information and terms of the agreement.

· Communicate and collaborate with the HODs and Management team.

· Proven work experience as a Document Controller or similar role.

· Familiarity with project management will be an advantage.

· Basic knowledge of labor and corporate law

· Hands-on experience with MS Office and MS Excel

· Knowledge of Electronic Document Management Systems.

· Proficient typing and editing skills

· Data organization skills

· Drawings. Interface with internal engineering department to distribute and receive updated drawing. Compilation of various inspection reports at Construction sites.

· Preparation of Purchase Order in Oracle software. 

· Handling and Configuration of Corporate Mail & other Internet activities.

· Preparation of PPT as per instruction from Manager. 

· Other office activities.
Working Experience:

  Company
         : GULF HEAVY INDUSTRIES Co.

(Formerly GULF ENGINEERING COMPANY)
Duration                        :  FEB 2011 TO DEC 2017
Position Held        : QA/QC –NDT COORDINATOR.
Duties and Responsibilities of QA/QC Coordinator:
· Documents safe keeping of the project files both soft / hard copies.

· In charged of all submittal documents from / to client and vendors.

· Replacing the superseded drawings by the latest revised drawing and keep in one place or scraps the superseded drawings when it is not needed.
· In charged of all submittal Drawings and As Built Drawings from design department.

· Uploading and downloading documents from / to client server or website.

· Updating the status of the documents.

· Plotting various forms of drawing such civil, architectural, mechanical, and etc.

· Preparing Index of the dossier.

· Monitoring of documents latest revision; Inspection Test Plan (ITP), Specification and IFC drawing’s.

· In charged of distribution and re-production of documents for comment, approval, and construction.

· Responsible of re-producing of As Built Dossier and submitting to the client.
· Managing the stationery items.
· Maintain office file (hard copy 201) such as brochure, journals, catalogs, and magazine
· Monitoring some of the office materials/supplies.

· ASME and ISO audit preparation. 
· Supervising the implementation of the relevant QA/QC procedures, QC plans and work instructions.

·  Maintaining the records of calibration, inspection and testing equipment as per the quality system procedures laid down.

· Co-coordinating quality audit and take appropriate corrective and preventive actions for closing out the NCR’S, if any.

· QC Inspection records preparation as per ASME Standards and submission to client

· Submitting various 
QC documents like various procedures, ITP, Weld visuals, NDT and other Inspection Reports to clients for Approval.

· Distribution of Approved Quality and NDT Procedures, Welders Qualification lists and specifications in accordance to project distribution system under the guidance of Co-coordinators.

· Respond to queries regarding revision status of issued drawing/documents from engineering dept.
Vocational Course Certification:
· Mechanical Rural electrification in 2007-2008 from monoranjan roy energy

Education center (West Bengal state council of vocational education & training).
· Completed Internal ISO & ASME Audit certification.
Computer knowledge:
· Computer Proficiency in Windows operating systems, MS office.

· 1year CITA course of youth computer center. 
· Internet access, Business Portal, Outlook, Downloading Documents from client website.
Educational Qualification:
· B.A in 2007 from vidyasagar university west Bengal.

· X+2 in 2004 from kuai high school west Bengal council of higher secondary education.
· X in 2002 from chandur high school west Bengal board of secondary education.
Personal Details

Name
                     
            :               
ARNAB GHOSH 

Father’s Name 


:        

LATE ANAND KUMAR GHOSH

Date of Birth  

 
:               
MARCH 17, 1987

Sex


            :

MALE

Marital Status


:               
SINGLE.

Languages Known

:

ENGLISH, HINDI, BENGALI, and URDU

Personality Traits        
            :   

Hard working

                                                                                          Ability to work under pressure

                                                                                  Self-Learning Capabilities 
     Passport details
                        :
          J 4112250 Issued at KOLKATA .INDIA 


                                                                           DATE OF ISSUE:   21-09-2010
                                                                                DATE OF EXPIRY:  20-09-2020
Declaration:

                With reference to the above information I, ARNAB GHOSH promise to devote myself in the company with my hard work and to use all my knowledge and experience for company’s business and progress if given an opportunity.


Date: 



                                                                 

Place: west Bengal (Kolkata)




             .ARNAB GHOSH
Reference: Damber serestha (H.R & Admin officer) Gulf Heavy Industries Company

Mobile no.  +966 571336186 / landline: +966 0133410606 Ext. 228/255
