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SECRETARY / DOCUMENT CONTROLLER

CAREER OBJECTIVE
To achieve highly distinguished position in Secretary / Document Controller holding                      7 years gulf experience in well reputed multinational company and contributing towards some well reputed / well equipped organization by my extreme potentials and skills.
EDUCATION
· APR 2000 – MAR 2002
:
Higher Secondary School
Institute


:
Sir Syed Inter College Katas, Chakwal, Pakistan

· Year 1999


:
Secondary School  (Science)
 Institute


:
Sir Syed High School Katas, Chakwal, Pakistan 

TECHNICAL EDUCATION
· Year 2003 – 2004

:
COMPUTER SOFTWARE COURSES
Institute


:
National Institute of Information Technology - Pakistan 
Courses


:
MS Word, Excel, PowerPoint, Access, Internet Explorer.

· Year 2011


:
GENERAL ENGLISH ELEMENTARY COURSES


Institute


:
Qatar Chamber of Commerce & Industry – Doha Qatar
PROFESSIONAL SKILLS
· All the work related to secretarial / document controller job.

· Project execution and management.

· Excellent communication skills.

· Prompt Typing Speed

· Communications with the subcontractors, vendors, and Consultants.

· Preparing all kinds of Charts

· Receiving and distributing the correspondences

· Maintaining the logs for letters, material submittals, drawings etc…

PROFESSIONAL EXPERIENCE
MARBU CONTRACTING COMPANY - DOHA, QATAR 

Designation

:
Secretary / Document Controller
Duration

:
Nov 2007 till Dec 2014 

Job’s responsibly
:

Reporting to General Manager

Preparing letters, faxes and emails.

Preparing material orders to subcontractors
Preparing manpower daily report
Preparing material submittals, shop drawings, design drawings submittals

Distributing the correspondence to staff, subcontractors

Submitting the letters to the Client.

Preparation of material inspections and site inspections

Communicating with the Site Staff Engineers & Foremen

Preparation of correspondence log and filing 

All the secretarial work

Project references
:

Design & Build Commercial Plaza Car Park - KP / B201 

Construction of Training Fields & Administration Building 

BARWA VILLAGE 

Al Khor Sewerage, Extension to Al Khor STW – CP517 

Development of Al-Wakra & Al-Khor Sports Clubs – Phase III - EPD/M/125/2009 

Construction of Qatar Shooting & Archery Association, Phase 1 – EPD/C/130/2011

FRONTIER WORKS ORGANIZATION (FWO)

Designation

:
Secretary / Document Controller

Duration

:
APR 2005 to NOV 2007
Job’s responsibly
:

Reporting to Project Manager

Preparing letters, faxes and e-mails.

Date Entry

Maintaining the logs (material, drawings, correspondence)

Preparing the store material record 

Project references
:

ISLAMABAD PRAL (PAKISTAN REVENUE AUTOMATION LTD.)

PERSONAL INFORMATION
	Nationality:
	Pakistan 
	
	Date of Birth:
	15th March 1982

	Languages:
	English / Urdu 
	
	Place of Birth:
	Doha, Qatar

	Occupation:
	Secretary / Document Controller
	
	Marital Status:
	Married

	Experience:
	7 years Gulf experience
	
	
	

	Visa status:
	Visit visa ( 3 months )

	
	

	
	
	
	Notice period:
	Immediate
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