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(Target: Professional: Document Controllr)

Address & Contacts:

61, Murinder Bagh Harwan

Srinagar, J&K 181121, India

UAE Contact No.: 971561315410

India Contact Mob No. : +91-7715054149
Personal email: Inayatbhat60@gmail.com

Objective & Profile:

A person vith strong interpersonal and executive skills with a keen talent to multtesk & variety of chellenges and responsbilles, in search of a
challenging and rewarding career in an excellent industry, where | could contrbute myself beyond the expectafion and utiize my educational and
professional experience o equip myseif for a positon in a reputed and progressive organization. Holds more than Six (5) years' work experience in
diferent countries, established abilty in providing Document Controling, support senior management servioes & smooth operations at offce,
excellent delivery service and having abilties, to promating & goodwill for the organization.

I have the ability to help implement best practice procedures and processes that is required to support document control activities

Strength:
= Having excellent skills in preparing correspondence with good typing speed, can perform under work pressure, and gather
tight aims and have achievabls ambitions.
To be a remarkable presence in the organization with inventive ideas and guess to learn new things.
Willingness to wark either as & team or as an individual.
Highly thinking ahead approach, efficient and methodical excellent sense of responsibiliies.
Under siress very loadable Team-oriented and negotiating skill
Can get along well with any kind of person.
Enjoy the challenge of new situation and expect to make a positive contribution to the organization by taking the job with a
great opportunity.
«  Effective communication skill and Confident of my abilities.

Overall Experiences:
More than Six (6) Years' experience in different countries.

Since March 2012 to March 2014 (Saudi Arabia)

Working as a site office Document Controller /Site Admin coordinator at PUNJ LLOYD LTD, KSA for the (owowmg projects, under the
Clients / Employers / Contraciors as isted below:

COMPANY : Saudi Aramco Total Refining & Petrochemical Co. (SATORP) .-
EPCCONTRACTOR ~ : Dayim Punj Liyod Construction & Cont. Co. Ltd.

PROJECT + Jubail Export Refining & Petrochemical Project (Package # 9)
LOCATION + King Fahad Industrial Port Jubail (KFIP) KSA

POSITION : Document Controller

DURATION < April, 2013 to March 2014

» Establish & Implementing Dacument Control Procedure and follow-ups.

% Receiving project related complete incoming documents from Contractor, Consulting Engineers, , and distribution to concerning
Department, keeping offics copy, fing to proper location and Monitoring & Tracking to outstanding correspondence.

» To maintain the registers and logs of all submissions and documents and out of the project like (CORRESPONDENCE,
METHOD STATEMENTS, MATERIAL SUBMITTALS, IFC DWGS & TQ, FIELD INSTRUCTIONS, MOM, AS-BUILT, SPEC,
DATA SHEETS, RFI, DATA DOSSIER & ETC.,)

% To Maintain Cable Schedule, Hook-Up, Data Sheets, P&ID, Installation detail drawings, IFC drawing register & distributing
concerned person.
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[image: image2.jpg]Drawings/ Documents, Submitting vide transmittal to Contractor, copy to Concerning Department, Hard Copy to Office Filing
(filing as per Area wise), Updating to Master Data Base, Monitoring and Tracking Submission.

Implementing Document Control Procedure and follow-ups.

Configures user access and assign users to access the documents based on the Document distribution Matrix.

Organizes Filing of Documents /Drawings as per discipline/document cede in accordance with the project filing system &
Control all master files and all documentation process.

Interfaces with all disciplines to ensure that the requirement of the documents and drawings for the project are properly
handled and their outstanding and pending issues are resolved in timely manner.

Co-ordination with the Contractor and subcontractors for receipt of outstanding documents and follow-up.

Preparation of Document Status reports pericdically for management information for meetings and follow-ups.

Maintaining proper control of document /Drawing Numbers in compliance with set standard protocol of the company.

YVVV V VVV V¥V

COMPANY : Saudi Kayan (SABIC)

EPC CONTRACTOR : Dayim Punj Llyod Construction & Cont. Co. Ltd. ‘

PROJECT : Saudi Kayan Petrochemical Complex Project (SABIC), ENT. /

POSITION : Document Controller

DURATION : March, 2012 to March, 2013

To maintain the registers and logs of all submissions and documents and out of the project like (METHOD STATEMENTS, MATERIAL
SUBMITTALS, IFC & CVI, RFI, NCRS. & ETC,,

Maintaining all the MOM & KICK OFF MEETING.

To ensure document control reports are preduced accurately.

To Support the Document Controller in logging test results and other documents in appropriate folders.
To help prepare daily reports and inspection logs.

To ensure data is entered and stored on the server.

To support QA/QC clerking maintaining QC documentation and creating QA/QC reports.

To ensure all fifing is complete.

To oversee the distribution of documents to the appropriate people as per the contract procedures.

To oversee that all submittals and documents are sent to the Engineer on time.

To work with QA/QC Manager to develop the decument control procedure.

To receive and deal with queries from project employees and subcontractors with regards to submittals.
To be responsible for overall supervision of the decument control department, preparation of a weekly and monthly reports.
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Since March 2009 to December 2011 (Srinagar, J&K, INDIA)
Worked as a Data Entry Supervisor at Elsoft Solutions, Haba Kadal Srinagar, J&K, INDIA, under the Client / Consultants:

> Devising and maintaining office systems, including Data Management and filing.

Screening phone calls, enquiries and requests, and handling them when appropriate.
Meeting and greeting visitors at all levels of seniority.

Supervising Team on Data Entry Operations.

Supervise Variety Of Data Entry Projects Such as Systems, Data Mapping.

Dealing with incoming email, faxes and post, often corresponding on behalf of the manager.
Carrying out background research and presenting findings.

Producing Documents, briefing papers, reports and presentations.

Organizing and attending Meetings and ensuring the Manager is well prepared for Meetings.
Liaising with clients, suppliers and other staff.

VVVVVVVVY

Jobs Responsibilities as a Document Controller:

» Handling all correspondence & all computer related works.
> Preparing letters, Transmittals in response to incoming letters and transmittals.
> Filing / Sorting / updating documents & drawings with proper filing system in both soft and hard copies.
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Handling monthly petty cash statement and reimbursement.

Keep record of internal / external distribution documents / drawings.

Maintaining monthly bases record for the office supplies (stationeries & Vehicle Log) for the site office.

Preparing daily permit log for Job Performer and submitted to the client via email.

Keeping record for welder’s cards and welding machine log register (expiry date) for smooth proceeding at site.

Check and review a variety of data for accuracy, completeness and conformity to established standards and procedures.
Keeping records of Permit cards / CNIA Passes for the site manpower.

Arranging accommodation / vehicle for manpower at site for daily trips.

Sending relevant IFC drawing register to the concerns Engineers at Site Engineers on weekly basis to enable them to verify
latest / Superseded, IFC drawings / documents, in their or their Supervisor's possession

Providing administrative secretarial services for the office that is highly confidential and sensitive.

Communicating through emails with the Client / Consultants / Contractor for smooth proceeding.

Office related internal Circular for example, office timing / vehicle timing / Public holidays.

Acts as a responsible of all incoming / outgoing calls and transferring to the concerns.

Maintaining and updating personal records of staff overtime sheets and leave.

Handling monthly petty cash statement and deposition balance to the bank into the office account

Scanning / printing drawings & documents and distributing all decuments officially as a controlled copy.

Segregating Master / Controlled copies of MS, ITP, PQP, RFI, TQ, HSE, DS and MAR and proper filling in hard as well as in
soft copies.

VVVVVVVY VVVVVVVVVY

O Level, Computer Diploma | (DOEACC Saciety Ministry of Information Technology) May 2007 — June 2008
Programming [ C&C#+
Data Entry Supervising, Programing, Public & Media Relations, Software Sale & Service,
Core Knowledge & Skills Direct Marketing Techniques, Office Administration, Document Controlling, Business-to-
Business (B2B), Strategi ing & Sales Of Software, Software Marketing.

Educational Background:

Bachelor of Science in Information Technology (BSC IT)

Bachelor of Science in

Information Technology Computers & Basic Hardware

(Punjab Technical University) Sep 2008 — March 2011

Typing Certificate (2008) Typing Certificate from Saket Typing Centre, Malviya Nagar, and New Delhi.

English Language Certificate , , . o
Courses (ELCC) English Language Certificate Courses from Bharati Vidyapeeth Deemed University, BVDU,

and Pune.

Computer Skills: , |
Having good Knowledge Microsoft Operating System MS Office (Excel, Word, Power Point & Internet Browsing, AutoCAD & 3D

Studio Max.

Personal Information:
Name in full | Inayat Hussain

Date of Birth 4% May 1986
Place of Birth Srinagar




[image: image4.jpg]Marital Status | Unmarried

; English : Read, Write & Speak.
| Arabic  : Read, Write & Speak.
| Hindi  : Read, Write & Speak.
E Urdu  :Read, Write & Speak.
| Kashmiri : Read, Write & Speak.
% Punjabi : Read, Write & Speak.

Languages

| Computing, Swimming, Puzzles, Football/Soccer, Chess,

Hobbies | Sccializing with friends, Squash.
i
Passport Number

Date of Issue

8 44 A4 0 454 7 e e e S e S 40 A 0 0 4050t e 8 A s

Date of expiry _ ’ 29 October, 2024
Old Passport Number K5574334

Current Company References: Previous Company References:
Upon request

Declaration:

| hereby declare that the above written particulars are true to the best of my knowledge and belief.

Place : ABU DHABI on Visit Visa Signature
Date : March 23, 2015 (Inayat Hussain)
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