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PROFESSIONAL SUMMARY

I have an experience in:- 
· Document Control/ Office Administration
· Data Base Management / System Support
· Project Support Services / ISO 9001:2008 / Internal Audit
· Project Coordination / Project Management / Project Planning 
Objective: I am looking for a challenging position where I could be a productive and contributive member of the team or organization to utilize my 8+ years work experience in the field of Document Control, Project Coordination, System Support, Data Base Management, Business Coordination, Product Presentation, Client Promotion, Office Administration and Project Support Services.
I will be most suited for the position of Document Controller / Information Manager / Planning & Scheduling Professional to manage and coordinate the document control functions and project support services of Document Control Centre in Project Control Department with special attention towards the Quality Management System, Project Quality Plan, Project Planning & Project Scheduling.

Position:                       Senior Document Analyst.
Date of Birth:               25th June 1986
Languages:                   English – Excellent, Hindi / Urdu / Telugu
Nationality:                  Indian

Qualifications:   

· Bachelor of Computer Science in Computer Application
03/2004 ~ 04/2007  Sri Venkatesware University Tirupati, Andhra Pradesh India
Academic Degree 3 Years Graduation Degree Program
B.Sc (Bachelor’s Degree in Computer Science ),
Department: Computer Science
CERTIFICATIONS
Certified in Hardware and Networking by FurtureTech Computer Education, Andhra Pradesh, India.

Certified as Soft skills professional by infosys, Hyderabad, Andhra Pradesh, India.


SKILL SET (Software + Project Management):
General Skills – Project Management – Advanced
Software Packages – MS Office – Advanced
Software Packages – Adobe Acrobat – Advanced
EDMS (Aconex) – Advanced
Document Control – Advanced

Complete exposure in a computer working environment.

Operating Systems: Windows-9x, NT, XP, 2000, 2003, 2007, Vista, Windows 7 & LINUX

MS OFFICE / STAR OFFICE / OPEN OFFICE / EASY OFFICE

(MS Word, MS Excel, MS PowerPoint, MS Access, MS Outlook, MS FrontPage)

LOTUS SMARTSUITE and LOTUS NOTES
Extensive work exposure to most latest Accounting Software Packages:

Strong sense of E-mail / Internet, Outlook Express, Windows Mail & Incredimail.

Commercial Letter Writing and Drafting of Business Reports by using Word & Excel. Self Correspondence.
Profile:
I am a Graduate (B.Sc. – 3 years Bachelor’s Degree program) from Sri Venkatesware University, Tirupati, Andhra Pradesh, INDIA and have 8+ years of rich, in-depth, varied experiences in the field of all nuances of business, including Document Control, Electronic Document Management System (EDMS), Office Administration, Material Control, Documentation of Management Reports in an Integrated Project Management System (IPMS) environment pertaining to Techno-Commercial aspects of the Business, Project Support Services, Business Coordination, Product Promotion, Market Research, System Support and Data Base Management in Civil, Architectural, Structural, Infrastructure Projects in EPCM – Engineering, Procurement, Construction and Management environment. Extensive involvement in Corporate Meetings and presentations and business related activities.

Industry Experience:  IT, ITES and NON-IT

In Depth Expert Knowledge of MS OFFICE: WORD, EXCEL, POWER POINT etc.

Technical IT Background, including RDBMS like: Oracle 8i, MS SQL Server 2005/2008/2012, MS ACCESS

Excellent Written, Oral and Phone Communication Skills, Commitment to superior Customer Service.

CAREER OVERVIEW
8 years of overall experience in Document Control, Record Management, Drawings Archives, Project Support Services, System Support, , Marketing, Material Coordination and Material Control. My main focus is on Electronic Document Management System (EDMS).
In addition to Document Control, got exposure in a variety of other functions of the business like Project Scheduling, Project Planning, Office Management, Business Administration, Corporate Communication, Quality Management System, ISO, Internal Audits. Worked as an individual and as a contributive member in an existing productive team.
• 8 years of total working experience out of which 5 years in Document control,
3 years in Data Analyst .
Experience Summary:

Experiences involved working with CORE LOGIC DATA ANALYTICS, Hyderabad. –Cognizant Global Solutions, Hyderabad 
General Skill set:

Office Administration, Business and Financial Process, Requirements gathering and documentation and Document Control, Strong Organizational abilities and creative problem solver, Sound decision-making skills, Extremely solid MS OFFICE knowledge, Experienced in Advanced Software for office management, MS EXCEL .

Office Administration skill set:

Maintenance of Important Correspondences & Control of important documents / records / reports, Preparation of (Self-Correspondences) Drafting of letters for the important business letters received, Day to day office management including all legal & statutory issues of the company, Preparation of Presentation documents, spreadsheets, graphical representations, pie charts, bar charts required for Board Meeting, To advise the management in all office related day to day business functions, Liaison with statutory auditors, Preparing & checking of salary sheets of Employees, Employees’ Performance Appraisal reports, Reporting to Manager Operations, Managed Front Office, answering phone calls, responds to requests from the public, greet visitors, handle mail distribution, Operate Banking, Cash, Receivables and Payables, Timesheets, Assist to executive director, coordinate meetings and did administrative tasks like HR, recruitment, admissions, Maintain the office equipments and conduct the office orientation training program, Keeps record of office inventories, Perform other duties as assigned by supervisor or executive director.

Employment History:

July 2007 – 2009     R.K Mineral & Chemicals – Hyderabad.

Computer Assistant in Chemical Data Management

Key Responsibilities and Principal Accountabilities:-

Worked closely with Project Management Office. Establishing the System and Procedure for Engineering Design Team. Coordination with various discipline project team members. Providing support to different design managers. . Organizing various workshops and presentations with in-house design team and that of Engineers’ and Client Representatives’.

Other responsibilities include project administration, manpower coordination, managerial reports, project coordination meetings and inter-discipline workshops. Regular meetings with clients to determine project needs and to present new and modified designs were another key responsibility of this role.
Mar 2010 – Aug 2011     Core Logic Data Analytics,  Hyderabad, India.
Project Analyst in  IT Data Management

Key Responsibilities and Principal Accountabilities:-

Document Analyst
· I am responsible for the effective and efficient document management of all IT documents, in accordance with the established procedures.
· Design and development of advanced project document control system for the business.
·  I am responsible for maintenance and continual improvement of Document Control Management System as per ISO Standard. Monitor the document control requirements on an ongoing basis so as to make recommendations for any improvements in the system if necessary.
·  Daily routine activities of Document Control, including distribution of documents, maintaining electronic folders and directories, tracking and retrieval of documents.
·  Maintain registers of all receipts and issues or submissions of documents and correspondence.
·  Expedite the return of documents and approvals or comments within the required time period from internal and external parties to whom they have been issued or distributed.
·  Ensure the effective running of the day-to-day operations of the document center.
·  Hands on experience in identifying, sorting of Documents as per ISO 9001:2008 Quality Management System, EDMS, QMS & ACONEX.
·  Ability to plan, organize, lead and coordinate the Document Control function within our multidisciplinary Engineering group, in order to meet the needs of the projects, proposals and Company’s quality requirements and timely deadlines (milestones).
·  Register, log, distribute, track, issue, maintain and control office and site project documents and drawings.
·  Coordinate the activities of Document Control, including distribution of documents, tracking and reporting on document review progress.
·  Assist with the implementation, management and administration of the electronic document management system.
· Perform document control & Quality management activities.
· Maintain procedures for maintaining documents and manage change control of documents.
· Reporting on the performance of the document control system for review and as a basis for improvement of the documents control system.
· Ensure that Project Team and contractors comply with the document management system process and procedures.
· Work closely and liaise with contractors’ document control group in all matters relating to document control.
· Maintain document logs for correspondence, material approval submittals, 
· Receiving and distributing all documents. Preparation transmittal sheets for Inspection Requests.
·  To ensure compliance with quality assurance requirements at all time.
Receive

· Receive and distribute project documents and drawings based on the Document Distribution Matrix to the right department and right person (action parties) as per agreed procedure after Project Manager’s Review.
· Receive, record, log, scan and distribute all project documents.
· Ensure the correct stamping all documents  in accordance with the prevailing document control procedures.
Record

· Maintain records of IT documents in hard copies and electronic files and monitor the revisions and approval status thereof.
· To maintain the record of all controlled documentation – issue, status and location.
Scan

· Scan and store the approved documents  in the database so that the project team can access.
· Keep current hard copies and file supersede version.
Distribute

· Document distribution by Transmittal System as per Document distribution Matrix for Hard copy and Electronic Document Transfer.
File / Store

· To file all project documents : project wise, date wise, subject wise, sender wise with sequence.
· Maintain, record and control the engineering library of relevant procedures, codes & standards, specifications and reference documents, contract documents, within the secure document control area.
· Maintains and controls filing system for Engineering documents, Requisitions, Purchase orders, Invoices, etc.
Issue

· Ensure that all documents are issued with the transmittal system.
· To maintain accurate record of the receipt and issue of transmittals.
Archives & Retrieve

· Manage archive activities for controlled documents and validation of files.
Document Audit

· Standard Document Control function, i.e. Track the creation, update, approval and versions of documents of all types, ensure compliance with Quality Management Systems, become the focal point with regard to document tracking and distribution.
· Tracking of documents and drawings in accordance with the approved procedures.
Project Support

· Review and proofread documents for consistency of document format and system concerns.
Prepare reproduction of documents if needed.
· Prepare reports & Memorandum.
· Provides assistance to the Contract Advisor and Procurement Specialist for the distribution of contracts, procurement bid packages, and subsequent clarifications and analyses, both within the design team and with contractors.
· To organize copies of hard & softcopy documents, incoming and outgoing.
Job Skills:

· Customer focused.
· Trained and gained knowledge in ISO 9000:2000 Quality Management System.
· Working knowledge of all types of  documents, drawings and specifications.
· Knowledge of ISO guidelines.
· knowledge in Oil & Gas document management activities
· Experienced in working in an engineering project group 
· Capable of leading teams
· Capable of setting up and maintaining an EDMS system
· Capable of understanding the interface between other systems (client, contractors, suppliers, etc)
· Able to provide in-house training for the EDMS system
· Strong communication, prioritization and organizational skills.
· Excellent English spoken and written skills.
· Analytical problem solving and organizational ability.
· Strong interpersonal skills and ability to work with others in a positive and collaborative manner.
· Demonstrated ability to work accurately, follow instructions/schedules/timelines and handle multiple priorities.
· Polished, professional, well-organized, and eager to learn and be challenged.
· Well-versed with use of MS Office applications Word, Excel, power point, Visio, Access, as well as Adobe Acrobat, etc.
· Works under minimal supervision, commitment to work in pressure if required, interested to work as part of a growing team.
·  Thorough knowledge of electronic documents management systems (Aconex)
·  Understanding of construction teams roles and processes
·  Good understanding and experience of document control systems, technologies, databases, processes and procedures.
· Understanding of the engineering and construction workflow for a project.
·  Sound knowledge of Engineering Documentation and Technical drawings, Specification, Procedures, B.O.Q, and preparing a Document Controlling Systems, for the Projects
· Actively participate in the operation and maintenance of the document control centre and electronic document   management systems (EDMS)
Aug 2011 – Present      Cognizant Global Solution, Hyerabad, India.

Senior Data Analyst   Office Support – All Projects

Key Responsibilities and Principal Accountabilities:-

· Responsible for maintaining & controlling the issue of project technical documents as per the Document Control Procedure.
· Responsibility for planning, developing and administering the Document Control Management System and procedures for the company.
· Highly experienced in document control of some of the major projects handled by the company worth 2 billion USD
· To establish the Electronic Document Management System (EDMS) in the company and to train the new Document controllers required for various project sites prior to their site induction.
· To co-ordinate with site document controllers for regular and up to date dissemination of documents to various levels in the organization.
· To ensure that an up to date general filing system including a master file of all types of materials as required is maintained.
· To ensure that all incoming documents / drawings & outgoing documents / drawings are maintained.
· As per Project Quality Plan, project documents are separately maintained for different stages: Enquiry, Design, Construction, Supervision and Maintenance.
· To receive, sort all incoming correspondences, Vendor Documents, project drawings and technical documents.
· To ensure that all receipts and dispatch are registered in the log.
· To ensure that copies of all correspondence are issued to respective recipients after receipt and dispatch.
· To archive and retrieve as necessary the old project documents and store them in the Archive Department in corporate office.
· To maintain progress reports of documents handled by the department on a weekly basis and issue the notices to department heads regarding outstanding correspondences if any for expeditious response as per project contract.
ATTRIBUTES
• Quick learner, honest, sincere, smart & hard working.
• Punctual, accurate and customer-focussed.
• Responsible towards the business growth of the organisation.
• Need very less supervision.
• An asset to the organisation.
• Interested in either a Contract or preferably a Permanent Position.
INTERESTS & HOBBIES
People, music, designy things, magazines, social networking, photography, travelling, web browsing and search engines, Blogs, Spending memorable moments with family, Meaningful Friendship, Visiting Places.
Personal Details

Date of Birth


:
25th June 1986

Marital Status

:
Married

Nationality


:
Indian

Gender


:
Male

Languages


:
English, Hindi, Telugu, Urdu.

Hobbies


:
Singing, Interacting with People, Browsing, 

