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CURRICULUM VITAE

Visa Status:  Visit Visa
CAREER OBJECTIVE:
A motivatedhardworking, detail oriented professional seeking the best opportunity as a Document Controller cum Assistant Accountant.Effectively handle,coordinate and organizeall the Documentation Process with accuracy.I can utilize my knowledge, experience and skills to benefit the organization in the best possible ways and work dedicatedly for the development of the company.
CAREER SUMMARY:
· Possessed 4+ years of Professional UAE Experience asDocument Controller in the field of Shipping, Distributionand Operations&2 years in Construction Company in India.
· Comprehensive knowledge in every area of Document Control Process for Supervision.
· Can effectively handle Accounting Assignments such as Expense sheet, Petty Cash handling, Sales order Processing and Payments follow up etc.
· Comprehensive knowledge of Ms- Office and good hands in Ms-Excel, Word.
WORK EXPERIENCE
CONSTRUCTION LTD, Hyderabad, India.
Document Controller – JULY 2012 – JUNE 2014

JOB RESPONSIBILITES:
· Ensure that all documentation is controlled in accordance with the company's procedures for document control.
· Responsible for controlling the receipt, issue, distribution, amending, transmission, filing (hard copy & soft copy), and archiving of all documentation (letters, drawings, instructions etc.) generated during the project life span.
· Maintains updated records of all approved documents and drawings and their distribution clearly.
· Maintains and manages all-important documents either for a particular project orwhole organization and assures that it is easily accessible and stored.
· Performed general office duties and administration works.
· Handled work related to monthly billing.
· Generate the various document control reports as required.
· Ensuring proper document classification, sorting, filing and proper archiving.
· Creating Purchase Orders with respective Quotations in company ERP Systems.
· Making the goods receipt note for the respective Purchase Orders.
· Set-up and control of paper copy archive files and folders.
· Responsible for receiving, tracking and monitoring documents.
· Responsible for the orderly documentation status, organizing submittals and distributing and maintaining documents.
· Responsible for the orderly recording and keeping of Physical and Electronic Documents.
· Assist with implementation, management and administration of department electronic document management system.
· Analyzing, Preparing and updating Document Control Procedures in line with the Company’s Document Management System.
· Compiles and maintain control records to verify completeness and accuracy of data.
· Preparing and updating the pre-qualifications of the company documents.
· Control Procedures as regards Suppliers' data to meet specific project requirements.
· Ensure proper flow, archival & retrieval of all documents in time.
2. GLOBAL CARGO SYSTEM AND DIRECT SHIPPING SERVICES-JAFZA,DUBAI.
DOCUMENT CONTROLLER –SEP 2006 to MAR 2011

JOB RESPONSIBILITIES:

          Documentation:
· Coordination the activities of Document Control, including distribution of documents.
· Tracking and reporting on document review progress Work independently to Facilities

Group activities.
· Arranging document delivery and coordinating with clients and contractors.
· Ensure all documentation is controlled in accordance with the company's procedures for document control.
· Follow up with the respective co-staff for the execution of work on time.
· Set up and ensure the maintenance of data registers.
· Conducting in-depth Analysis and providing the accurate data that helps in successful decision making for management.
· Information/ documents collection and filing both in soft and hard copies related to disputes and litigation.
· Order Processing and tracking and backup office Sales Support Functions.

· Preparation of production orders for the Client as per the requisitions and approved quotations.
· Handled Major Customer records maintenance successful.
· Provide quotation rates to clients and related shipment charges as well as Flight schedule and routing and cargo details.
· Responsible for receiving, tracking and monitoring documents 
· Preparing and updating the pre-qualifications of the company.
· Ensure proper flow, archival & retrieval of all documents in time.
· Provide quotation rates to clients and related shipment charges as well as Flight schedule and routing and cargo details.

· Assist the Lead Document Controller in the amendment of Company Document.
· Ensuring smooth and proper running of Company’s database.
· Ensure that Cargo/Project Information is Properly Controlled.
· Lead a team of Supervisor and reported to the Manager.
· Provide quotation rates to clients and related shipment charges as well as Flight schedule and routing and cargo details
· Create purchase orders Tracking the sea shipment container no’s and arrival details in line and co-ordinate with customer service.
· Provide support in sorting and organizing invoices as needed.
· Helping the customers by answering their calls for any in further inquires
Accounts             
· Received and recorded shipping line agent invoices and arranged payments.

· Processing daily sales order invoices in system and send invoices to debtors.   
· Shipping documentation and invoices in Company’s ERP system
· Prepare invoices and delivery notes.

· Assist financial statements and debtors’ listings / Check customers’ credit ratings.
· Verify recorded transactions and report irregularities to Senior Accountant.
· Maintained all aspects of finance, accounting, marketing and data processing for the company.
· Voucher entries for Purchase, Sales, Payments, Receipts, and Provisions etc.
· Established and maintained close relationship with clients.
· Handling of day to day administrative office work routine of the organization.
· Dealt with telephone enquiries, fax, post and e-mails, filtered them and used initiative to deal with routine queries wherever possible.

· Passing daily billing &collection entries.

· Received monthly invoice statement from Dnata & Emirates agent and preparation of Line payment voucher and forward to Finance Controller for Cheques approval.
· Arranging the monthly Cheques to local cargodelivery transportationcharges.

· Preparing the cash & Cheques receipts etc.

· Responsible for providing data for management information system by making monthly sales and sales forecasting reports.

· Verifying of Petty Cash reimbursement vouches including WH and shipping line agent invoices and other expenses. 

· Follow up for the payments with the clients for the works executed.

· Maintain the track record of invoices received on daily basis.

· Handling and Verification of Petty Cash Book.
EDUCATIONAL QUALIFICATION:

· Bachelor of Arts (Specialized in Economics) from Kakatiya University, Warangal, India. (Certificates Attested from UAE Embassy, Delhi, India).

COMPUTER LITERACY:
· Good Hands in Ms-Office (Sound knowledge in Excel, Word) and Internet Applications.
· Good Practical Exposure in Accounting Packages, ERP Systems and Applications.

· Sound Knowledge of Piranha Shipping Software, Front End Shipping Line Preparation Such as Payable, Receivable, General Ledger, etc.

· Diploma in English High Speed type writing (Govt of Andhra Pradesh) Higher Speed as 55.w.pm)
PERSONAL DETAILS:
   Date of Birth


: 17th Jan 1978

   Marital Status


: Married

   Nationality



: Indian

   Languages Known


: English, Hindi, Urdu and Telugu

Visa Status     
  : Visit Visa












