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Career Prospective: -


A Document Controller maintains and manages all important documents either for a particular project or whole organization and assures that it is easily accessible and stored in both hard copy and electronically. Also maintains and examines related files to release drawings, and engineering documents to other operating departments.

EDUCATIONAL BACKGROUND:

· Obtained Bachelor Degree (B.COM) from University of Kerala, April 2006.         
      
KEY SKILLS & COMPETENCIES:
· Excellent interpersonal skills and a professional telephone manner....Proven decision making skills....Able to react quickly and effectively when dealing with challenging situations..."
Work Experience: -

Position   : DOCUMENT CONTTROLLER & PRODUCTION ASSISTANT PLANNER.
Company:  ADYARD-ABUDHABI OIL & GAS (INTERSERVER).
Project     :  ONGC well head platform Fabrication & Erection
Duration  : August 2013 – till date
· Ensuring that all design documentation is accurate, up to date and accurately distributed to relevant parties.

· Create, Coordinate and maintain all activities related to the Document Control procedure, including technical documents, drawings, and commercial correspondence.
· Issuing and distributing controlled copies of information.

· Maintaining hard folders for all drawings and project procedures as well electronic folders.

· Maintain updated records of all approved documents and drawings and their distribution clearly Provide advice on procedures of issue and methods in accessing the system. 

· Ensuring all documents are as up to date as possible within electronic filing systems

Position   : DOCUMENT CONTTROLLER & OFFICE ADMINISTRATOR

Company: NOVA ENGINEERING & CONTRACTING COMPANY, QATAR
Duration   : October 2012 – July 2013.
· Creating a range of documentation including presentations, correspondence, memos and reports as well as taking minutes when required, and providing secretarial support for the team and management.
· Responsible for developing, implementing and monitoring efficient office activities in addition to managing all correspondence.
· Receiving final payment invoices from project and maintaining records in tracker sheet as well as hard copies. Maintain final payment invoice tracker to handle final payment invoices receipt
· Ensure that revenue invoices are issued according to contract and get paid on timely manner.
· Receipt, registration, distribution, tracking, monitoring & filing of project documentations.

· Coordination with inter-departments.

· Any other clerical jobs as assigned by Subcontracts Manager from  time to time

· Checking dispatch documents are accurate. Presentation and filing of documents and drawings. Responsible for maintaining hard copy information

· Managing and maintaining a Meridian Document Control System.

Position   : OFFICE ADMINISTRATOR/ ASSISTANT ACCOUNTANT
Company : NAMASTE WINGS TO FLY CHARITABLE SOCIETY (ITALIAN ORGANIZATION), INDIA.
Duration   : January 2006 – February 2011.

· Over-all in charge of managing office procedure and documentation i. e. preparation of general office memoranda and other office related documents reporting directly to the Senior Manager.
· Dealing with cash and bank dealing matters

· Undertaking office management activities with responsibility for stationery, equipment and office phones as well as organizing company and rental vehicles.
· Responsible for establishing and maintaining an effective document control systems.
· Updating voucher to the computer and checking invoice.
· Giving cash to beneficiaries, those people are coming to collect money from our organization.
· Conduct the meetings and checking with area supervisors accounts
· Updating yearly expenditure and preparing expenditure of past to give Chartered Accountant office.
· To prepare the yearly budget of the area and advise to the concerned area supervisors.
· Dealing with banking (collecting bank statement and deposit cash and  for the office use.
· Keeping all accountant documents
· Prepare the report about the areas and submit to the top management
· Attend the telephone calls and daily visitors
· Register the all details about the visitors
· Collect the feedback from the visitors and forward to the concerned department
· To work as the communicator between foreign and visitor
· Dealing with cash and bank dealing matters     
Social & Organizational Skills
Excellent organization tracking and follow-up skills. Skilled at coordinating and allocating resources between the assigned Lead Systems Specialists, thus ensuring timely and cost effective installation and completion of projects.

Strong communication and interpersonal skills (e-mail, phone, verbal, or written). Strong work ethic and entrepreneurial spirit. Self-motivated and flexible. Excellent interpersonal skills for one-on-one or group situations. Strong presentation skills both in-person and over the phone.
LANGUAGE KNOWN

   English
        
             :        Read, Write & Speak
    Italian

             :
Read, Write & Speak
           Malayalam

 :
Read, Write & Speak
          Tamil


 :
Speak 
PERSONAL   DETAILS  

Date of Birth

: 10th February, 1984

Nationality
          
: Indian

Sex 


: Male

Marital
                        : Married

Hobbies

: Reading & Music
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