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Ummer 
Ummer.123669@2freemail.com 
Application for the post of Document Controller

OBJECTIVE: To be associated with a progressive organization that gives scope to apply my knowledge & to obtain a challenging position with an opportunity for growth and development
ORGANISATIONAL EXPERIENCE:  Total 7 Years ( 5 Years in Gulf)
(1) WILLIAM HARE UAE, L.L.C, ABUDHABI (MNC, ISO 9001 certified) 
Projects Handled: Qatar Gas, Rabigh-Saudi Arabia, BAPCO-Bahrain, Dolphin-Qatar
GASCO-UAE, Pearl GTL-Aldar HQ Bldg-UAE

Supply, Detailing & Fabrication of structural steel & piperacks for Oil&Gas and Commercial Bldgs.

Designation       :  Document Controller
Period                  : Oct 2005 to Till Date   
Responsibilities:-
· Registering all incoming and outgoing correspondence in register.
· Coordinating the internal and overseas fabrication, Grating & Client drawings & Specification
· Control of document number issuance and maintains of document register.
· Classification, sorting, printing & filing of documents by job/project wise.
· Preparation of document transmittal.

· Distributing documents to concerned departments.

· Co-ordinate with client’s engineering team and various inhouse like Detailing Engineering, Production planning, & Procurement section for receiving & sending documents.
· Scanning document in PDF format for EDMS storage.
· Submits project document to client for Approval
· Maintain and update the Project Master Document Register
· Monitors status of project to ensure documentation is submitted according to schedule.
· Maintains of project Data’s and store in FTP Server,

· Preparing Daily & Monthly report.
· Working with Microsoft Word, Excel, Outlook to prepare the documents for day-to-day communication and database management process. Working with FTP and electronic document management system to maintain documents and records.

· Develop and maintain positive working relationships with all project participants
· Preparing CD & DVD’s for Project data delivery to Consultant & Contractor
· Maintaining registration of incoming and outgoing mail
· Filling of document as per the instructions of the Technical officer.

…………………………………………………………………………………………
(2) ICICI BANK, KERALA, INDIA
Positions held    :  Office Clerk/Sales Executive
Period                 :  Jan-2004 to Jun 2005
Responsibilities:-
· Handling Correspondence and clerical work  
· Self correspondence and maintains inward & outward Register. 

· Filing/document control.
· Receiving Mails and distributing mails to concerned departments.
· Data Entry and Log the document    
…………………………………………………………………………………………

   1 - Years work Experience as a Manager of Minher Textiles and Readymades
…………………………………………………………………………………………
EDUCATIONAL QUALIFICATION:

                        :  Higher Secondary (H.S.E -2003)
                                     Kerala Board (C.H.S.S, Chemnad, Kasaragod, Kerala)

                              :  Secondary School (S.S.LC-2001)
                              Kerala Board (C.H.S.S, Chemnad, Kasaragod, Kerala)

Technical Qualification    :         Diploma In Computer Financial Accounting (Jan-2005)


  Diploma in computer applications

SOFTWARE KNOWLEDGE 
MS Office, Microsoft Word, Excel, Auto CAD,
                                                                  Tally6.3, Peach Tree, Dac Easy, EX Next Generation,            


Photoshop, Acrobat Reader, Aconex.
LANGUAGES KNOWN
Arabic, English, Hindi, Malayalam, Tamil,

…………………………………………………………………………………………

DRIVING

· Valid UAE Driving License

· Valid Indian Driving License

…………………………………………………………………………………………

    PERSONAL DETAILS:-
Date of Birth          :                            30TH Oct 1982
Marital Status         :
Single

Religion and Caste:                           Islam,
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