Mohammed

Mohammed
.180782@2freemail.com 


Career Objectives:

       Aiming for challenging position in your distinguished company, where I can achieve my ambitions, develops my communication, creative and leadership skills. An opportunity to work in your remarkable company will give me the chance to apply my knowledge, excel in the profession which I would very much like to be involved in and progress in my career.          
Professional Experience:
 (Document Controller)


(Total Experience in U.A.E - 6 years & 07 months)

September 2010 to Nov 2012
2nd(Company) – Leading Company
Project:-

Al Tayer Motor Showroom Sharjah
Client - Al Tayer
Consultant – Godwin Auston Johnson
3. Worked as a Document Controller in System Construct at Site Office

From Aug 2012 to Nov 2012.Sharjah (U.A.E) 

Project:-
Ruwais Housing Complex Expansion – Phase lll

Construction of New Ruwais Hospital Expansion (Site Office)

Client - Adnoc - Project No. 6050
2. Worked as a Document Controller in System Construct at Site Office

From Oct 2011 to Aug 2012. Ruwais (U.A.E)

Project:-
Abu Dhabi Future School Program 
(Western Region) (Site Office)

Umm-Ghafa B Al Ain.

Client –Musanada

Consultant – Dewan

1. Worked as a Document Controller cum site Secretary in System Construct at Site Office from Sep - 2010 to Oct – 2011.Al Ain (U.A.E)
1st(Company ) - Consolidated Contractors Company S.A.L (CCC).
From March 2006 to September 2010 Abu Dhabi U.A.E.

CCC provides Engineering, Project Management, Procurement and Construction services for the Oil & Gas, Petrochemical, Industrial Plants, Civil, Municipal Works, Housing and High Quality Buildings.
Project: Ras Laffan Port Expansion Project (RLPEP) & 

Project: Cleveland Clinic - Material Department 
Worked in Head Office Electra Street (Blue Tower Building) Abu Dhabi U.A.E
Position: 

                  Document Controller.
Job Description:
  Responsible for the effective and efficient document control of all engineering documents, in accordance with the established procedures.
  Design and development of advanced project document control system for the business.
  Daily routine activities of Document Control, including distribution of documents, maintaining electronic folders and directories, tracking and retrieval of documents and drawings.
  Maintain registers of all receipts and issues or submissions of documents and correspondence.
  Expedite the return of documents and approvals or comments within the required time period from internal and external parties to whom they have been issued or distributed.
  Ensure the effective running of the day-to-day operations of the document centre.
  Maintain procedures for maintaining documents and manage change control of documents.
  Reporting on the performance of the document control system for review and as a basis for improvement of the documents control system.
  Work closely and liaise with contractors’ document control group in all matters relating to document control.
  Maintain document logs for correspondence and material approval submittals.
  Receiving and distributing all documents. Preparation of transmittal sheets for Inspection Requests, Material & Shop drawing submittals and Filing etc.
  To ensure compliance with quality assurance requirements at all time.
Qualifications:
·      High School.

·      Board of Intermediate      

Languages:
· English   :    Good.

· Urdu       :  Mother tongue
· Telugu    :   Good 
Computer Applications:

· Ms Office (Word, Excel & Power Point).
· Diploma In AutoCAD in Cad Technologies Hyderabad (India)
· Photoshop.

· Internet.

· Oracle (System Self Develop Software to Raise Material Request)

· Visual Byblos Cyberspace VBC (CCIC software program for DCG Department). 
Personal Information:
· D.O.B

: 01.01.1977
· Civil Status
  
: Married

· Religion
 
: Islam
·  Nationality
  
: Indian
· Visa Status

: VISIT 
  Passport Details:
· Date of Issue 
          :   08/11/2005

· Date of Expiry          :  07/11/2015
I hereby certify that the above-mentioned information is true and correct to the best of my knowledge and belief. 
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