SANDEEP KUMAR RAO
Contact No: India: +91 9695280685

UAE: +971506921827/547419830
Email: snraoindia2012@gmail.com

SKILLS SUMMARY

% Good analytical and quantitative skill/ highly disciplined, hardworking
and well organized.
% Energetic, adaptable, pro- active and self-motivated.

0,

% Friendly and pleasing mannered/ possessing good presence of mind

Qualification

1. BA Passed out from D.D.U Gorakhpur University (UP) in 2005.
2. Higher Secondary Exam (10+2) Passed from UP board in 2002.
3. Secondary Exam (10t) from UP board in 2000.

Others Skills:
Package : MS-Word, MS-Excel, MS-Power Point
Photoshop, CorelDraw & Internet.

Details of Experience

More than 11.00 years experiences in Administration field with
Construction Company in various projects at Abroad and India.

Abroad Experience

i.  Currently Working with ROBT STONE ME LLC Abu Dhabi UAE.

v' Project : P144 & P152 Pipeline project.
v Duration : 01ST May 2024 to till date.
v' Post : Admin assistant

ii.  Worked with Larsen and Toubro Hydrocarbon LTD Kuwait.

v' Project : GC-30, TL-5 Pipeline & NSGEP Pipeline project.
v Duration : 23 Sep 2021 to 31st May 2023
v' Post : Data Entry operator cum Purchase officer.

iii.  Worked with Larsen and Toubro Hydrocarbon LTD Kuwait.

v' Project : GC-30, TL-5 Pipeline & NSGEP Pipeline project.
v Duration : 215t Feb 2016 to 22" Sep 2021
v' Post : Assistant Admin and Transport coordinator.
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iv. Worked with Nesma & Partners contracting company KSA.

v Project : Saudi Aramco project Jubail Refinery Project.
v Duration : 02" April 2012 to 07t" December 2012
v' Post : Data Entry Operator cum Procurement officer.

v. Worked with Emirates Trading Agency (ETA M&E Division) Dubai.

v" Project : Building project (Marina Mall & Mono rail).
v Duration : 19% October 2007 to 02" June 2010
v' Post : Timekeeper and Document controller

Job Responsibility

v' Coordinate site Administration activities in office.

v' Handled Employees leave Administration and preparation of leave
and final settlement.

v' Random site checks to make 100 % output from the workforce by
not allowing workers to take extra rest/break hrs. and late
reporting, early leaving etc.

v" Maintaining time keeping records through Time keepers every day
along with location wise Manpower report.

v' Preparing and maintain records, reports and other materials as
required.

v Employee’s joining reports, maintain staff records, and prepare

daily notes.

Daily Absent & Present Report preparation.

Approval of OT as per the overtime sheet signed and approved by

Project Manager.

Handling all computerized punching system and minting records.

Preparation of casual labor salary work sheets.

Maintaining master employees file data.

Administration related correspondence.

Reporting to the HR Manager.

Maintain rules & regulations at site.

Transmittal making of document from site to main office.

Issuing attendance cards to all employees.

Getting materials Quotation from supplier as per site requirement.

Creating Purchase order and MR in SAP and BANN system.

Creating Item code & new supplier code in our BANN system.

Maintain and control the filing system of incoming and outgoing

documents.

Coordinated with site engineer regarding the material requirement

Handing transportation for all staff and workers.
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Personal Information

Father Name
Birth Date
Nationality
Marital Status
Languages Known

Permanente address

Passport Details

Passport No
Place of issue
Date of issue
Date of Expiry

DECLERATION

Good team player and excellent in interpersonal and
communication skill.

Ability to learn and accept responsibility.

Patience and hard working.

Self-confident and convincing capacity.

Punctual and sincere.

Ability to work performs in any working conditions.

Can execute and get the task done in bare minimum time.
Also work under pressure & any condition.

Mr. Rudal Rao
15.08.1985
Indian
Married
English, Hindi.

Village: Pakari Babu,

Post office: Baghra Mahuwari,
District: Deoria, Pin.No.-274404
State- Uttar Pradesh, INDIA

X 4703737
Lucknow

06.05.2024
05.05.2034

| do hereby declare that all information’s are true, correct to the best of my knowledge

and belief.

| hope my C.V is favorable and prove my worthiness and capability, if given chance
will prove to be asset to your organization.

Thanking you.

Date: 28.10.2024

Yours faithfully
Sandeep Kumar Rao
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Larsen & Toubro Limired

L&T Energy-Hydrocarbon

Construction Services

Unit 12, Tower B, 6th Floor, Al Bairag Complex,
Street 250, Block 3, Egaila, 50013, Kuwait

L&T Ener aqy Tt o+ 565 2221 0204 15161748
Hydrocarbon Vv, LOrSEREOUD D, Com
Ref. LTEH-I/Kuwait/HR/10801033 Date: 31-May-23

SERVICE CERTIFICATE

This is to inform that Mr. SANDEEP KUMAR RAO, holding Indian passport
No.M2075241 has been an employee of this company as per the details given below:

Date of Joining : 22-Sep-21

Date of Leaving : 31-May-23

Last Designation : TRANSPORT COORDINATOR
Reason for Leaving : RELEASED

Last Location of posting NSGEP Project Site, Kuwait
Last Salary drawn : KWD 220/- Basic per month

KWD 30/- per month (towards other allowances)

Conduct : Good

We wish him all the best for his future endeavor.

Yours faithfully,

For L&T Energy - Hydrocarbon
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Sridhar Srinivasan
Deputy General Manager — Human Resources

Registered Office: L&T House, N. M. Marg, Ballard Estate, Mumbai - 400 001, INDIA
CIN : U11200MH2009PLC 191426

A wholly owned subsidiary of Larsen & Toubro Limited



L&T Hydrocarbon Engineering Limited
L - Unit 12, Tower B, 6th Floor, Al Bairaq Complex,
@ L&T Hydrocarbon Engineering e so. siock s, £satte, 50013, Kowoit
P.O Box : 46395
Tel. No. + 965 2221 0204 /5/6/7/8

Ref. LTHE-I/Kuwait/HR/20108736 Date: 21-Sep-21

SERVICE CERTIFICATE

This is to inform that Mr. SANDEEP KUMAR RAO, holding Indian passport
No.M2075241 has been an employee of this company as per the details given below:

Date of Joining : 22-Feb-16

Date of Leaving : 21-Sep-21

Last Designation : TIME OFFICE ASSISTANT
Reason for Leaving : Closure of Contract

Last Location of posting NSGEP Project Site, Kuwait
Last Salary drawn : KWD 190/- Basic per month
Conduct : Good

We wish him all the best for his future endeavor.

Yours faithfully,

For L&T Hydrocarbon Engineering Limited 4

Manish Kumar Sinha
Deputy General Manager — Human Resources
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Registered Office: L&T House, N. M. Marg, Ballard Estate, Mumbai - 400 001, INDIA
CIN : U11200MH2009PLC 191426

A wholly owned subsidiary of Larsen & Toubro Limited
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CERTIFICATE:

This is to certify that Mr. Sandeep Kumar Rao is working in our concern as Document
Controller since 20-June-2007 wo ull date,

He is attending projects of Dubai Marina Mall Project, Mono Rail Project and Iris Bay
Project in Document Controller and Time Keeper section,

He bears good conduct and characters.

For, Emirates Trading Agency L.L.C
M&E D: Dubai, U.A.E
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