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WITH 15 YEARS OF WORKING EXPERIENCE AT PETROCHEMICAL INDUSTRIES
OBJECTIVE
To be part of a growing organization, which gives a challenging and rewarding career, with lot of professional growth in a globally competitive working environment; Also to improve myself by continuous learning in & out of the views of my responsibilities and advance towards excellency at chosen positions, such that I can contribute to the progress of organization.

 CAREER PROFILE 
Over 15 years of experience in a variety of fields including Administration especially at SABIC & its affiliates. In addition to my extensive professional experience, I have strong communication, presentation skills, customer service and administrative skills. My broad background always makes me an excellent employee in the position I hold. I take the tasks with a great sense of responsibility, enjoy the challenge of new situations and expect to make a positive contribution.
PROFESSIONAL EXPERIENCE
01. Support Services Coordinator: at Advanced Petrochemical Co. (2018 July – 2021 July)
Reporting to; Section Head, Support Services Dept

Major Job Responsibility

Day to day operation:

· Coordination & deliver of below day to day activities thru contractors 
	· Fleet Management  &Transportation Services

· Catering  Services

· Telecommunication Services

· Mail Couriers (Internal / External)

· Janitorial & Landscaping

· Tea and Janitorial Supplies

· Office Stationery

· Printing Services
	· Housing Maintenance

· Building Maintenance

· Desert Camp Reservation  

· Hotel Reservation Services

· Fuel/Gasoline Services

· Furniture & Equipment Supply

· Petty Cash Handling

· Pest Control & Disinfection Services


· Maintaining petty cash invoices and preparing cash utilization report to finance department for the replenishment of cash.

· Support & facilitates company board of directors, Execom meetings and other events.

· Booking hotels for Board members and other VIP visitors from abroad.

· Arranging transportation for Board Members and other VIPs to pick up & drop from to Airport, Hotels and other locations.

· Preparing call-out schedule for the drivers to support plant requirements during silent hours & holidays. 

Budget and other financial activities:

· Preparing annual budget to manage the day to day operation by analyzing history of past 3 – 5 years of actual expenditure & consumption. 

· Prepare CAPEX with the annual requirement of office furniture, equipment, major modification in the building facilities (Admin, parking area, cafeteria, Desert Camp, etc..)

· Maintain record of all the monthly expenditure of Support Services Department and analyzing budget consumption actual Vs plan.

· Prepare monthly budget consumption report along with justification for over-run (if any) for the management meeting. 

· Develop cost optimization plan with comparison of estimated actual expenditure. 

· maintaining & updating the record of all new asset (office furniture & equipment) purchasing and proceed tagging.

· Arranging payment of government utilities (Electricity Bill, Communication bill, Saudi Post renewal, etc.)
· Prepare Year End Expected (YEE) cost and accrual for proper financial closing on fiscal year 
Procurement & Contract coordination:

· Maintain & keep updating data base of all the existing contractors working under the supervision of Support Services.

· Create PR (Purchase Requisition) in SAP system for the renewal of existing contract or new contracts. 

· Coordination to vendor for the technical site visiting during renewal of existing contract or new contract.

· Clarifying to the vendor, if there is any technical queries during RFQ / site visiting.

· Review proposal (Technical & commercial) from competitive vendors and do assessment to choose best for awarding PO and negotiate vendors to fulfill utmost business expectation.
· Coordination to the vendor for the mobilization and /or demobilization of contracts 
· Expending delivery of materials & services to our site on time.

· Inspecting materials delivered by vendor are meeting as per our requirements
· Arranging relevant temporary gate-passes or permanent ID in coordination to EHSS department for contractors accessing in our premises.
· Conducting face to face interview with the vendors in order to choose the best qualified candidates / workforce.
· Verifying all the invoices of contractors and creating SES (Services Entry Sheet) in SAP system for payment of them.
· Evaluating vendor performance / qualification annually or whenever it is required.
Business Improvement activities:
· Review existing procedure & keep updating time to time considering relevant changes & improvements.

· Participating department internal & external (DNV, ISO, OHSAS, etc) audits to clarify questions raised by auditors.

· Work as team to close the Audit findings identified as well as recommendations implementations within deadline date.
· Prepare questionnaires for customer feedback and conduct online survey on aforementioned routine activities and generate brief reports to present Executive Management with action plan to close the gaps (if any).
· Develop strategy plan for the improvements of services based on the result of customer feedback received from survey. 

· Support colleague in initiating valuable innovations & ideas and implementation of them in appropriate manner.
· Generate weekly/monthly/annually reports pertaining to the all the activities and do necessary assessments in order to identify the area of improvements and improve quality of business.
EHSS:

· Assessment, Identification & Management of department Environmental & Security aspects.
· Tracking weekly / monthly EHSS compliance and follow-up with colleague & sub-contractors to achieve 100% requirements.
· Scheduling EHSS training to department staff in line with EHSS department guideline.
· Participate in monthly / annual EHSS slogan and theme contest.
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02. Administrator: Asset Engineering Dept. (2015 Jan – 2018 June)
Reporting to; Senior Manager, Asset Engineering Dept

Major Job Responsibility

· Maintains records for Department procedure, KPI’s, Business plan, QMS manual, Internal & External audits records.
· Keep following up with concern personnel in and/or out of the department for closing any action items / recommendations before its overdue.

· Tracking compliance of department business plan and follow-up with concern managers if anything nearby due.
· Review reports, files and other documents for ensuring accuracy, completeness and conformance to standard procedures before forwarding for management.
· Preparing attractive statistical, KPI’s reports in MS-Excel / PowerPoint by following SABIC branding standard & icon.  
· Assist in preparing annual budget considering department’s major projects, routine expenditure and comparison of previous year budget with actual Vs plan. 
· Facilitating to Sr.Manager to hire potential candidate for the department’s vacant position by coordinating to the HR personal.
· Coordinating to concerned department to arrange sufficient office supplies or tools that are required for routine business activities.  
· Developing department website and keep updating it with internal news, documents, procedure, etc…
· Preparing call-out roaster for each month in coordination to the section managers.
· Scheduling relevant  EHSS (Environmental, Health, Safety & Security) training courses to the department employees and ensuring compliance in attendance
· Finalizing training needs of employees in line with respective managers and assisting for LMS (Learning Management System) registration.
· Organizing & facilitating in-house trainings in coordination to the SABIC Learning & Training department and SAFCO learning Center (SLC)
· Organizing annual Reliability awareness sessions for employees and arranging annual Reliability campaign by coordinating vendors / suppliers for theirs participation.
03. Inspection Coordinator, Inspection & Reliability Dept ( 2012 Aug  -  2014 Dec)
Reporting to:
Sr. Manager - Inspection & Reliability

Major Job Responsibility

· Scheduling External visual inspection & routine inspection plans in SAP system and closing the SAP notification / work orders by proper follow-up with concerned Inspection Engineers in daily basis.

· Create & follow-up PRs for external services Contractors (Local & International) and process licensors (KPR, Stemicarbon, etc)  based on our plant requirements (during normal or emergency Shutdown) in coordination with SABIC GPS (Global Procurement Services) 
· Reserving Hotels & arranging suitable transportation during the visit of Process Licensors, OEM (Original Equipment Manufacturer) 

· Arranging FSF (Facility Security Forces) / Police check-point pass and Industrial Security Gate-pass or Permanent IDs for the vendors and their vehicles in coordination to the SAFCO Industrial Security and GR section.

· Assist to Sr.Manager in preparing annual budget for the department by analyzing actual cost & expenses in past years.  

· Arranging local or international business travel of management. 
· Generating monthly & annual KPI’s reports for the planned & unplanned inspections services executed during particular period by extracting data from SAP application.

· Handling department’s Training activities in coordination with SABIC Training & Development Department and assisting employees in all concerns related to training. 

· Analyze the status of department employees’ trainings, conferences, workshops, etc. that were planned in business KPIs for accomplishment and assist to employees to accomplish accordingly, Simultaneously  report to the line management for their necessary guideline.

· Review consumable inspection materials and re-ordering thru SAP system or street buying contractor.

04. Administrator, Manufacturing Excellency Dept (2011 July  - 2012 Aug)
Reported to:  Superintendent- Reliability Systems

Major Job Responsibility

· Prepares memorandums outlining and explaining administrative procedures and policies to supervisory workers, and monitors compliance. 
· Arranges programs, events, or conferences by arranging for facilities and caterer, issuing information or invitations, coordinating speakers, and controlling event budget. 
· Directs preparation of records such as agenda, notices, minutes, and resolutions for corporate meetings.
· Develope weekly, monthly, annual KPIs reports to the managment  and mitigattion / recovery plan , if there is any gaps in the KPIs
· Coordination & preparation of inernal and external )DNV( audits
· Acts as custodian of corporate documents and records. 
· Directs preparation and filing of corporate legal documents with government agencies to conform with status.
· Takes and transcribes dictation, and composes and prepares confidential correspondence, reports, and other complex documents.
· Arranges complex and detailed travel plans and itineraries, compiles documents for travel-related meetings, and accompanies supervisor when requested.
· Provide word-processing and secretarial support 
· Type confidential documents on a word-processing system 
· Maintain an adequate inventory of office supplies

05.  GS Administrator -  General Services Dept. (2005 May – June 2011)                         
Reported to:       SSGS Site Supervisor
· Supporting to manager for the smooth operations of below day to day activities 

	· Pool Car Services

· Catering  Services

· Telecommunication Services

· Mail Couriers (Internal / External)

· Janitorial & Landscaping

· Office Stationery

· Printing Services
	· Housing Maintenance

· Building Maintenance

· Hotel Reservation Services

· Fuel/Gasoline Services

· Furniture & Equipment Supply

· Petty Cash Handling

· Pest Control Services


· Maintaining petty cash invoices and preparing cash utilization report to finance department for the replenishment of petty cash.

· Booking hotels for OEM (Original Equipment Manufacturer)vendors and VIP visitors from abroad.

· Arranging transportation for VIPs to pick up & drop from to Airport, Hotels and other locations.

· Preparing call-out schedule for the drivers to support plant requirements during silent hours & holidays. 
· Preparing annual budget to operate day to day operation by analyzing history of past 3 – 5 years of actual expenditure & consumption. 

· Prepare CAPEX with the annual requirement of office furniture, equipment, major modification in the building facilities (Admin, parking area, cafeteria, Desert Camp, etc..)

· Maintain record of all the monthly expenditure of Support Services Department and analyzing budget consumption to optimize costs

· Develop cost optimization plan with comparison of estimated expenditure. 

· Prepare Year End Expected (YEE) cost and accrual for proper financial closing on fiscal year 

· Asset (Furniture & Equipment’s) tagging and maintaining & updating the record of all new asset purchased.

· PR (Purchase Requisition) creation in SAP system for the contracts (new / renewal of existing contract). 

· SES (Services Entry Sheet) creation in SAP system for payment of vendors after verified invoices. 

· Participating department internal & external (DNV, ISO, OHSAS, etc) audits to clarify questions raised by auditors.

· Work as team to close the Audit findings identified as well as recommendations implementations within deadline date.

· Generate weekly/monthly/annually reports pertaining to the all the activities and do necessary assessments in order to identify the area of improvements and improve quality of business.

· Tracking weekly / monthly EHSS compliance and follow-up with colleague & sub-contractors to achieve 100% requirements.

 EDUCATION:

B.Sc (Business Administration) at 
University of Sri Jayewardenepura, Colombo, Sri Lanka on 2005
OTHER EDUCATION STUDIES
1. Diploma in Computer system & Design in District Vocational Training Center (DVTC) Sri Lanka on 1997 (One Year)
· Introduction to Computer Science
· System Software (MS-Dos, Windows’98
· MS-Office (Word/ Excel/ Power Point/ Access)

· System Analyzing & Designing

· Internet / E-mail / Webpage Designing (Introduction)
· Computer Net Working (Windows-NT)

· Business Mathematics / Business Management

2. National Certificate for Accounting Technicians in Government Technical College, Sri Lanka on 2000 (Two Years)
· Information System & Element of Operational Research

· Cost Accountancy & Taxation

· Business Mathematics & Statics II

· Business Communication II

· English Language

· Computer Based Application

· Financial Accounting

· Auditing Practice

3. Certificate in Microsoft Office in Institute of Management and Computer Studies (Pvt.) Ltd., Sri Lanka on 2005 (04 Months)
· Introduction to Computer

· MS Windows

· MS Word

· MS Excel

· MS Power Point

· Internet & E-mail

INTERNAL TRAINING COURSE
1. SAP (MM and PM)  Training course

2. Meridum / PMP Basic

3. SSRS Handling Training course.
4. LMS (Learning Management System) Training Course.
5. Safe Work Permit training
6. Microsoft 2013 new feature Training course.
7. OHSAS-18001/ EHSS Training Course.
8. Defense Driving
9. Fire Protection (FP) and Respiratory Protection (SCBA)
10. DNV Audit Readiness & Recommendations Implementations
P E R S O N A L      D A T A
Date of Birth
   
:
07th of March, 1980

Gender


:
Male

Marital Status

:
Married
Nationality

:
Sri Lankan

Passport No

:
N4354834
Driving License Valid
:
18.01.2024


Language Known 
:
English, Arabic, Tamil & Sinhalese.

I do declare that the facts & details given by are true and correct to the best of knowledge.

Faisal Aboobacker
Signature of Applicant

R E F E R E N C E S  ;
	Shall be provided upon request
	


Skills
	· Data Analysis

· Problem-solving
· Critical Thinking

· Effective Communication
· Computer skills

· Decision Making
· Interpersonal skills
	· Management skills

· Time management

· Teamwork

· Creativity

· Dependability

· Active listening
· Willingness to learn
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