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Career Objective:
OBJECTIVE
To serve as a Document Controller - HR in a progressive organization with job satisfaction challenging work environment & vast opportunities for career development. 

Educational Qualification:
Board of Intermediate & Secondary Education, Sialkot, Pakistan. 2002
Computer Skills:
· Windows 95/98.

· Windows XP / Windows 7

· Knowledge of M.S Office (Word, Excel, Power Point& Outlook)

Work Experience: (07 Years)
· Currentlyworking with SAUDI OGER LIMITED as aDocument Controller, since28 July, 2007to till date.
Duties and Responsibilities:
· Supervise, assign coordinate and participate in the work of office support. 
· Setting up and maintaining filing system for all documents related to department.

· Keeps track of received data and source documents.

· Compares data entered with source documents, or reenters data in verification format on screen to detect errors.

· Makes necessary corrections to information entered.

· Compiles, sorts, and verifies accuracy of data to be entered.

· Keeps record of work completed.

· Reviews error reports and enters corrections into computer.

· Transmits entered information into database.

· Files or routes source documents after entry.

· Responds to inquiries regarding entered data.

· Prepares and sorts source documents, and identifies and interprets data to be entered.

· Contacts preparers of source documents to resolve questions, inconsistencies, or missing data.

· Enters alphabetic, numeric, or symbolic data from source documents into computer following format displayed on screen, and enters necessary codes.

· Preparing mobilization & demobilization schedule of manpower as per instruction of management.

· Having a healthy body & mind, very cooperative with the fellow staff & enthusiastic in learning & all routine matters.

· Handling the corresponding & mailing concerned with department.

· Work in a manner to ensure your personal safety and that of fellow employees by following company health and safety guidelines and policies.

· Maintain a master register of job site project documents.
· Input document data into the standard register ensuring that the information is accurate and up to date

· Filing and sorting documents

· Greeting of visitors 

· Mail management 

· Checking of invoice accuracy

· Taking all routine matters making inquiries and follow up on behalf of the superiors.

· Performing other duties as requested.

Additional Skills:
· Believe in honesty

· Believe on my work because I am hard worker 

· Ability to learn & Adopt any think if company give me chance 

· Strategic thinker and fast leaner
Personal Profile:
Date of birth 



10-Oct-1981
Marital Status



Married
Nationality 



Pakistani
Religion 



Islam
Iqama Status



Transferable
Language known


English, Arabic, Urdu 
Thank you for taking the time to consider my Resume and looking forward for a favorable response at suitable time.
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