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CAREER PROFILE:

To work as a Document Controller at site office with +5 years of Experience in Construction Companies and assist organization in maintaining, preparing and submitting various documents as per the prescribed standards in an organization.


Professional Document Controller
5+ Years of Document Controller Experience 

1) Public Works Department, Govt of NCT of Delhi 
              May, 2017 to Present  



Project:
Maintenance and Repair works at Mandoli Jail in Delhi – 110093



Client:

Public Works Department, Govt of NCT of Delhi


Role:

Document Controller


Tools Used:
Ms Office (Word, Excel, Power point)

Responsibilities:

· Maintain a proper and user friendly filing and document control system for recording and tracking of all documents for the project team and department.
· Perform data-entry, recording, printing and filing duties 
· Maintain outgoing / Incoming Project Document {Drawing (Civil and MEP), RFI’s, Technical Submittal, Inspection Request, Letters (Client, Consultant and Subcontractor), etc...}

· Well versed with distributing documents and tracking and retrieving them on regular basis.

· Maintaining both hard copies as well as electronics mails pertaining to the project as well as assisted senior Document Controller by scanning records and issuing reports.
· Create Document Control and Correspondence Log for individual Projects.
2) Sun Engineering & Contracting Co. LLC.

            Feb, 2014 to Aug, 2016


(1).
Period:
Feb 2014 to Aug 2015.



Project:
Executive Bay Project (Job # 241), Dubai, UAE.


Client:

Damac Star Properties Co. L.L.C, Dubai, UAE.


Consultant:
Engineering Consortium Consulting Engineer (ECCE), Dubai, UAE.


Role:

Project Secretary cum Document Controller


Tools Used:
Ms Office (Word, Excel, Power Point, Outlook)

(2).
Period:
Sep 2015 to Jan 2016.



Project:
Niloofer Tower Resident Building Al-Jaddaf (Job # 230), Dubai, UAE.


Client:

Consolidate Project Management, Dubai, UAE



Consultant:
Arenco Abdullah Ahmed Al Moosa Architectural & Engineering Consultant


Role:

Site Secretary cum Document Controller


Tools Used:
Ms Office (Word, Excel, Power Point, Outlook)

(3).
Period:
Feb 2016 to Aug 2016.


Project:
Manar Mall Expansion and Re-Development (Job # 2005), RAK, UAE.



Client:

Al Hamra Real Estate Development, RAK, UAE



Consultant:
Shakland Cox Limited, RAK, UAE



Contractor:
Sun Engineering & Contracting Co. LLC.



Role:

Document Controller


Tools Used:
Ms Office (Word, Excel, Power Point, Outlook)
Responsibilities:
· Prepare letters, Memos as required
· Receive, Distribute, Send and track all correspondence received in the office

· Perform data-entry, recording, printing and filing duties 

· Take minutes of meeting and maintain records for the operations and project team
·  Experience of handling site documents (Drawings (Civil and MEP), RFI’s, Technical
 Submittal, Inspection Request, Letters (Client, Consultant and Subcontractors), etc…)

·  Well versed with distributing documents and tracking and retrieving them on regular 
 basis.

·  Maintaining both hard copies as well as electronics mails pertaining to the project as 
 well as assisted senior Document Controller by scanning records and issuing reports.
· Manages outgoing / Incoming Project Documents {Drawings (Civil and MEP 
Drawings), RFI’s, Technical Submittal, Inspection Request, Letters (Client, Consultant 
and Subcontractors), etc…}

· Maintain a proper and user friendly filing and document control system for recording 
and tracking of all documents for the project team and department
· Maintain records of Engineers and assist in their movements
· Create Document Control and Correspondence Log for individual Projects.
· Develop and maintain document control processes for the efficient management



Produce and maintain Document Progress Reports to Project Managers.
3) CSE Infra Bridging India.
            Jan, 2012 to Jan, 2014



Project:
Construction of Road over Bridge (ROB) in lieu of LC no. 21-C, Delhi, India
 

Client:

Northern Railway, Delhi, India.



Role:

Document Controller                                                                                               


Tools Used:
Ms Office (Word, Excel, Power Point, Outlook)
Responsibilities:
·  Experience of handling site documents (Drawings (Civil and MEP), RFI’s, Technical
 Submittal, Inspection Request, Letters (Client, Consultant and Subcontractors), etc…)

·  Well versed with distributing documents and tracking and retrieving them on regular 
 basis.

·  Maintaining both hard copies as well as electronics mails pertaining to the project as 
 well as assisted senior Document Controller by scanning records and issuing reports.
· Manages outgoing / Incoming Project Documents {Drawings (Civil and MEP 
Drawings), RFI’s, Technical Submittal, Inspection Request, Letters (Client, Consultant 
and Subcontractors), etc…}

· Maintain a proper and user friendly filing and document control system for recording 
and tracking of all documents for the project team and department
· Maintain records of Engineers and assist in their movements
· Create Document Control and Correspondence Log for individual Projects.
· Develop and maintain document control processes for the efficient management



Produce and maintain Document Progress Reports to Project Managers.
EDUCATION:

· Bachelor in Computer Application (BCA) in 2010



       Indira Gandhi National Open University, Delhi, India
· 10+2 from CBSE Board in 2005




                 
        Govt. Sarvodaya Bal Vidyalaya, Senior Secondary School, Delhi

         
COMPUTER SKILLS:
· Ms Office (Ms Word, Ms Excel And Ms Power Point)

LANGUAGES:

· English

· Hindi

· Urdu


INTEREST:

· Play Cricket

· Hobbies: Travelling, watching Movies, Listening Music, Surfing on net

PERSONAL DETAILS:



Date of Birth:


2nd of July 1988


Gender:


Male



Nationality:


Indian



Marital Status:

Married



DECLARATION:


I, IRFAN AHMED hereby declare that the details furnished above are true and 



correct to the best of my knowledge. In case of an opportunity, I shall abide by the 



rules and regulation of my host organization and be sincere, dedicated and punctual 



towards carrying out my duties.
IRFAN 

