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Career Objective 
                    I am seeking Document Controller position to be part of an ambitious and dynamic organization to utilize my skills and abilities in a challenging and growth oriented with scope for innovation, ingenuity that offers professional growth while being resource and flexible.
Educational qualification
Bachelor of Computer Application - April 2012. 

Annai College of Arts and Science - Bharathidasan University

Trichy,Tamilnadu

India

Professional Experience 
Document Controller 21/05/2012 to 03/03/2015 (Full time) 

Mass Digital Media, Mayiladuthurai,

Tamil Nadu

Software proficiency
Language Known     : Asp.NET,

Package Known       : Tally, MS Office,  

Operating System    : Windows server 2012, 2012 R2, 2008, 2008 R2, 2003, 

                                     Windows XP, Windows Vista Family
Profile
· Employers seek certain qualities in document control specialists.

· self-directed, the ability to work independently, and being highly-motivated. 

· often work in a fast-paced and deadline driven environment, so it's important they can stay focused and carry out their tasks in a timely and accurate manner.

· detail-oriented, dependable and trustworthy since they come in contact with complex and sensitive documents.

Skills

· I have the ability to prioritize, manage time well, multitask and troubleshoot.
· Strong interpersonal, communication and customer service skills are also essential because document control specialists regularly communicate with internal and external business partners. 
· I must be computer-savvy and well-versed in Microsoft Office products. Some employers also require experience with document control software, process map software, FTP clients, ISO, SharePoint and FileNet. Experience using a scanner is also important.
Personal profile

Date of Birth                     
:  03 rd June 1992. 

Marital Status & Gender
:  Single & Male. 

Location                              :  Dubai, UAE 

Religion                                 :  Islam 

Nationality                            :  Indian. 

Language Known          
: English, Tamil

