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OBJECTIVE

Seeking a challenging position in a reputable organization to utilize my education and practical background while defining my respective career interest in the field. I am capable of maximizing the efficiency output to meet challenges and deadlines.

SYNOPSIS

5 Years’ experience in the fields of Document Controlling and Data Entry Operator.

PERSONAL SUMMARY
A document controller with a proven ability to establish and maintain an effective filing and archive system for paper and electronic  documents and files in accordance with company and archiving procedures. Supplier document controls, final handover and also technically library (Inc. codes and standards) etc.

WORKING PROJECTS DETAILS

· TARGET Engineering Construction Co., Doha ,Qatar

       Project: Construction of Integrated Chillers ,Freezer, Laundry ,Dining and Accommodation Facilities .             -Halul,Qatar

       Project: Construction of New Telecom Building and New Northern Western Extension Road 

              – Halul, Qatar

       Client: QATAR PETROLEUM COMPANY
· TARGET Engineering Construction Co., Abu Dhabi

EPC Project: Seawater Intake Phase-3- Ruwais
Client: TAKREER
PMC : TR Engineering-Muscat
	
	WORKED COMPANY DETAILS

	(
	Target Engineering Construction Co. LLC – Doha,Qatar

	
	Document Controller – (Jan-2014 to Present)

	(
	Target Engineering Construction Co. LLC – Abudhabi

	
	Document Controller – (April-2010 to 2013)

	
	

	
	


ASSIGNMENT OF DOCUMENT CONTROLLER
· Receive and send the documents and drawing in a controller manner.
· Ensure that all drawing and documents received and distributed to the correct consultant/contractors and managers.
· Update and filing of client’s documents. 

· Coordinate the activities of Document Control, including distribution and auditing controller documents, maintenance of electronic department directories, tracking and reporting on document review progress work independently to facilitate group activities.    
· Manage archival activities for controlled documents and validation files
· Use department database to track, manage and control issued documents.

· Prepare project documentation for archive.

· Work with subject matter experts on technical subjects in a positive, collaborative manner to prepare controlled documents.
· Ensure the timely turn-around of documentation issued internally or received externally.

· Maintain electronic document control database. Aware of, and comply with all project procedures.
· General filing and maintaining pertinent records

· Maintaining a tracking facility to enable documents to be updated easily.

· Scanning in all relevant new documents.
· Checking dispatch documents are accurate.

· Presentation and filing of documents and drawings.

· Responsible for maintaining hard copy information.

· Issuing and Distribution controlled copies of information.

· Managing and maintaining a Meridian Documents Control System.
· Ensuring all documents is as up to date as possible within electronic filing system.
· Daily routine activities of Document Control, including distribution of documents, maintaining electronic folders and directories, tracking and retrieval of documents and drawings.

· 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 Engineering Documents and drawings (Electrical & Instrumentation drawings, plot plans, details, loop drawings, data sheets, standards, isometrics, 
· Team and contractors comply with the document management system process and procedures.
· Maintain document logs for correspondence, material approval submittals, shop drawing, RFI (incoming & outgoing).
· Receiving and distributing all documents. 
· Preparation of transmittals.
· To ensure compliance with quality assurance requirements at all time.
Receives:-
· 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.
· Ensure the correct stamping all documents or drawings in accordance with the prevailing document control procedures.
RecORDS:-

· Maintain records of engineering documents and drawings in hard copies and electronic files and monitor the revisions and approval status thereof.
· Record of Drawings , Method Statement , Material Submittals , Sample Submittals , RFIs , NCRs , Contracts, Payment Certificates, Documents of Civil , Mechanical , Instrumentation, Electrical, Piping, Structural Documents, Drawings, Specifications, Calculation Sheets and Data Sheets, Progress Reports, Survey Reports, Soil Investigation Reports etc.
distribution:-

· 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, Construction documents, Requisitions, Purchase orders, Invoices, etc.
ISSUE:-

· Ensure that all documents are issued with the transmittal system as per Project Documents Preparation procedure.
· To maintain accurate record of the receipt and issue of transmittals. 
Archives & Retrieve:- 

· Manage archive activities for controlled documents and validation of files.
PROJECT SUPPORT:-  

· Review and proof read documents for consistency of document format and system concerns.
· Prepare reproduction of documents if needed.
· To organize copies of hard & softcopy documents, incoming and outgoing.
KEY SKILLS AND COMPETENCIES
· Database and communication skills 

· Experience with document control packages such as Site 

· Excellent interpersonal skills and a professional telephone manner 

· Utilizing a range of office software, including email, spreadsheets and databases.
· A comprehensive understanding of health and safety regulations.
· Proven decision making skills. 
· Able to react quickly and effectively when dealing with challenging situations.
· Assisting departments with queries on documentation requirements & submissions. 
EDUCATIONAL QUALIFICATIONS
· Bachelor of Arts (BA) degree holder in Travel and Tourism Management Studies Under Kannur University , Kerala , India (UAE Embassy Attested Certificate)
· English/Arabic Type Writing. 
· Higher Secondary (Plus Two) and S.S.L.C Board of Public Examination.
IT skills

· Experts in Microsoft Office Applications.
· Typing Speed English & Arabic -Higher Level.
profile
· Motivated and welcomes heavy loads of work

· Exceptional time management skills 

· Fast learner, quickly incorporates and implements new procedures.

· Hard-working, reliable; able to collaborate in a team enterprise.

· Ability to work well under pressure.

· Ambitious individual with outstanding communication skills
PERSONAL INFORMATION  
Date of Birth
: 
03-09-1988


Nationality
: 
Indian
Religion
:  
 Islam-Muslim
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