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· Seeking a challenging position in an organization where I can effectively apply my Professional, Analytical and management skills which provides ample opportunity for growth and improvement in a mutually benefiting manner.
EXPERIENCE

· 4 Months experience as Document Controller – PMT in TAKREER Ruwais Refinery Expansion Project in Ruwais under Contract of M/s. Samsung Engineering Co. Ltd. 
· 3 Years 10 Months experience as Document controller in Zahran Maintenance & Operation Co. Ltd, Riyadh, KSA.
· 1 Years 7 Months experience as Admin Asst in Prince Sulthan Military Medical City, KSA.
· 1 Years as Computer technician in Computer Man Establishment,  K.S.A  
· 7 Months as Computer technician in Priya Computer Software Solution, INDIA 

· 4 Years as computer technician in Al Bashier Computer Establishment, K.S.A 

SKILLS
A result oriented, quick and skilled learner, self motivated, adaptive and determined individual. A multiple tasks worker, analytical and problem solver. Strong communicator and Excellent Crisis Management skills, Leadership and organizational Skill.

STRENGTH
· Acquired flexibility in working any area without facing any difficulty. 

· Developed a lot of confidence in handling the assigned job to the best of my knowledge. 

· Hard working and flexible over working hours, Ability to function independently.

· Strong communication skills both in written and verbal.

· Flexible, adaptable, and able to deal with any working situations.

· Ability to work under pressure.

· Excellent interpersonal relation skills and ability to get along very well with peers.
EDUCATION 

· Bachelor of Microbiology Degree from University of Bharathidasan, India.
· Post Graduate Diploma in Information Technology from Madurai Kamarajar University, India.

· Computer Hardware and Networking in Accel IT Academy, India.
COMPUTER SKILLS
· Extensive knowledge of all Microsoft packages such as MS Access, MS Excel, MS Word and MS PowerPoint.
· Monitor and evaluate systems and to look for ways of continuous improvements.
· Extensive experience in independently handling the daily routine duties such as documents processing, preparing invoices, complex spreadsheets, charts, self-correspondence, database development, administration and coordination.
PROFESSIONAL EXPERIENCE
Period



JULY 2014 to TILL NOW

Position Held


Document Controller - PMT - TAKREER
Company


TAKREER Ruwais Refinery Expansion Project




Under Contract of M/s Samsung Engineering Co Ltd– Abu Dhabi

· DUTIES & RESPONSIBILITIES

· Develop and Implement process related to document control and management. Working with the project team in order to implement system of control
· Following process and procedures for the opening of a new project and informing relevant personnel.

· Control and keep up of all project related documents, drawings and register; This involves confirming the documents meets the Company quality requirements before they are filed and liaising with internal departments and external clients and suppliers to ensure that documents contain correct and understandable information regards their categorization.

· Manage the process of distribution of internal and external project correspondence and ensure good relationships with external and internal clients.
· Generate the various project document control reports, drawing and document tracking registers for specific projects require

· Responsible consolidation and storage of project documentation on completion / closeout of a project, disposal after specified periods and where required the return or destruction of security classified information

· Ability to perform regular audits on documents against required project information to ensure compliance with client requirements and company procedures.
· To manage own daily workload by close liaison with the Head of Projects / Managers.

· Provide assistance with the registration and control of any security information received into project departments. Carry out any other reasonable task to support project department.

· Implement and maintain hard copy master file with latest versions of all project documentation in accordance with project requirements. Maintain (WIR) Work Inspection Request Details.

· Follow-up and co-ordination with consultant/ client to maintain proper document and flow and record. Co-ordinate and manage the document control system.

· Supervise and coordinate the day-to-day activities of document control staff and document control programs. Ensure proper dispatching of technical documentation to the engineering/construction team members as per distribution matrix.

· Report to Project Manager - Project Management Team
Period



JULY 2010 to May 2014
Position Held


Document controller Cum Secretary
Company


Zahran Maintenance & Operation Co. Ltd. – Riyadh
· DUTIES & RESPONSIBILITIES

· Maintaining Electronic Copy of all Project documents using by Laser fiche.

· Receive, check and distribute documents in accordance with project procedures and distribution matrix.

· Produce all reports in accordance with project requirements, both internal and external.

· Implement and maintain hard copy master file with latest versions of all project documentation in accordance with project requirements.

· Resolve drawings/documents issue queries. Maintain (WIR) Work Inspection Request Details.

· Follow-up and co-ordination with consultant/ client to maintain proper document and flow and record.

· Checking of documents as per project numbering protocol.

· Co-ordinate and manage the document control system.

· Assist with internal and client’s audits of document control functions when necessary.

· Ensure proper dispatching of technical documentation to the engineering/construction team members as per distribution matrix.

· Maintain the safe and efficient filing and maintenance of project documents.

· Forward all Original Project documents to head office.

· Ensure that documents of external origin are identified and their distribution controlled.

· Prepare final hand-over documents after ending project.

· Ensure all technical project drawings and documentation are received, checked, accurately recorded and distributed in an efficient and expeditious manner in accordance with agreed Project procedures and distribution matrix 
· Ensure that all documentation progress reports are produced on time as required and that regular exception reports on late documentation are made available for management review 
· Ensure that all correspondence, other non-technical documents and records are distributed and maintained in accordance with Company procedures 
· Writing Memos / Letters and Issue to PMC / CONTRACTOR as per Senior Project Manager

· Assisting to Senior Project Manager / Project Manager / Project Coordinator to handling other responsibilities like Coordination / Follow-up and Furnishing Report Back them promptly.

· Carry out regular administration task such as receiving / sending correspondence from SUB-CONTRACTOR and maintain log report for correspondence. Creating / updating back up of the systems regular basis.

· Reporting to Project Manager

Period



Nov 2008 to June 2010
Position Held


Admin. Asst 

Company


Prince Sulthan Military Medical 
· DUTIES & RESPONSIBILITIES

· Assisting staffs on computer queries and help them to fix minor problems
· Assist in general administrative tasks such as answering phones, faxing, copying, filing, organizing, mailing and expediting information as needed by each manager
· Assist in maintaining and refining the electronic files system and standard documents using Microsoft Office, and other software.
· Work as a contributing member of team
· Maintenance of office computers, installation of programs and hardware support.
· Serve as a primary point of operational and administrative contact of internal and external work 
· Procurement of office equipment’s, stationery and furniture
· Reporting to Office Engineer
Period


Sep 2007 to Oct 2008
Position Held

Computer Technician
Company

Computer Man Establishment, K.S.A
· DUTIES & RESPONSIBILITIES

· Troubleshooting Computers & Printers. 

· Installation of Operating Systems and configuring the external devices at client’s place.
· Assisting the office service team leader in his daily activities. Drafting & typing letters and memorandums

· Installation of operating system & Configuration of external device. 

· Involved in sales of personal computers and computer peripherals

· Preparing and typing correspondence
Period


Dec 2006 to July 2007
Position Held

Computer Technician
Company

Priya Computer Software Solution Ltd. Chennai, India.
· DUTIES & RESPONSIBILITIES

· Primary role is to Troubleshoot Computers & Printers. 

· Installation of Operating Systems and configuring the external devices at client’s place.

· Maintain Annual Maintenance Contracts (AMC) and Renewals.

· Assisting the office service team leader in his daily activities. Drafting & typing letters and memorandums

· Installation of operating system & Configuration of external device. 

· Coordinate with the vendors for renewal of annual maintenance contract. 

· Involved in sales of personal computers and computer peripherals

· Preparing and typing correspondence
Period


July 2002 to Sep 2006
Position Held

Computer Technician
Company

Al Bashier Computer Establishment K.S.A.
· DUTIES & RESPONSIBILITIES

· Primary role is to Troubleshoot Computers & Printers. 

· Installation of Operating Systems and configuring the external devices at client’s place.

· Installation of operating system & Configuration of external device. 

· Involved in sales of personal computers and computer peripherals

PERSONAL INFORMATION
Date of Birth

:
March 11, 1980
Marital Status

:
Married

Nationality

:
Indian
Current Location

:
Abu Dhabi, U.A.E
Religion


:
Islam

Language Capability
:
English, Hindi, Tamil, Malayalam & Arabic
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