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Curriculum vitae

For The Post of Document Controller
Personal Details:-
D.O.B:- 10 -12-1982.
· EXPERIENCE: - 
A. Working as a Secretary cum Document Controller in Alfara’a General 
Contracting since 11th August 2012 to till now. Currently I am posted at CRC, Business Bay, Dubai and working with Belgium Aluminium & Glass LLC (Sub-Contractor Company, a part of Al Fara’a Group). Previously I was working as a Document controller at Sila Community Hospital Project, which has estimated cost of 2.39 Million Dhirms (AED). 
Key Responsibilities:
1. Making Outgoing letters and maintenance of letters log. Receiving Incoming letters from The contractor. 
2. Receiving Contractor Inspection Requests, Material Submittal Forms, Document Submittal forms (DSF), Minitues of Meeting, Change proposals by the Contractor, Material Inspection Request Forms from The Al Faraa General Contracting. And making its distribution among the HDP staff Engineers for their Inspection. 
3. Getting Logged them into their respective Log formats, and maintaining their up-to date status. 
4. Scanning of All the Related Project Documents, like Contractor Inspection Requests, Material Submittal Forms, Document Submittal forms (DSF), Minitues of Meeting, Change proposals by the Contractor, Material Inspection Request Forms, Official Correspondences. 

5. Full Fledged knowledge of Livelink (EDMS) – I have a full-fledged knowledge of Livelink , which I had been using in my previous project Al Sila Community Hospital Project. Livelink is the easiest way to send the documents electronically from the bottom to hierarchy. After scanning the documents, we need to upload the document into Livelink, and then it will be sent to the concerned department or the persons who are belonged to it. I was trained by Auberon Company, which is located in Abu Dhabi UAE. 
B. Worked as a Document Controller in R.K Enterprises, Naraina Industrial Phase Ist, Delhi (From 01.05.2011 to 09.07.2012). 
Key Responsibilities :
1. Making official Letters. 
2. Documentation and preparation of Civil & Mechnical Inspections & Submittals Log. 
C. Tafseer Contracting General Maintenance Co. LLC, Najda street , Abu Dhabi) worked (From 7th Nov 2008 to to 31st March 2011). 
Worked as a Document Controller in the QA/QC dept. with M/s. Tafseer contracting Gen. Maint. Co. LLC, Najda Street, Abu Dhabi, UAE in one of their project Hydra Avenue constructing 6 Executive Towers i.e. C4,C5,C6,C7,C8 & C9 since 7th Nov 2008 to to 31st March 2011.
1. Entering the Civil & Mechanical inspections log and Submittal log in the MS Excel Sheet and its proper follow up in order to get their approval with the consultant and the updation of the above mentioned logs i.e submittal and inspections logs. The logs can be allocated into its different categories that were currently being updated by me:- 
A. CV log, 
B. Design log, 
C. Material log 
D. HSE log 
E. Pre Qualification log. 
F. Shop drawing log -: 1. Architectural log, 2. Structural Log 


· Professional Qualification:- 
1. Passed B.B.A (Bachelor in Business Administration) in the year 2005 with first Division scoring 65%. I had specialization in Marketing and Finance. 
2. Passed 12th Class affiliated with AISSE Board in the year 2002. 
3. Passed 10th class affiliated with CBSE Board, Delhi in the Year 2000 from Khetri Nagar Rajasthan. 

Remuneration Details-:

Salary in hand -: AED. 4500/- per month in Hand

Visa Expiry Date: 10th-September-2016.
All the information provided by me is completely true and to best of my knowledge. I am trying to seek a reputable position in your company in order to use my skills and enhancement of my knowledge into the field of construction industry.
Date:……………….
Palce: New Delhi
Enclosing:

