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Personal Summary:

A document controller with a proven ability to establish and maintain an effective filling and archiving system for paper documents and electronic documents and files in accordance with company and archiving procedures. Possening extensive knowledge of : Document  management systems, Supplier document control.

Easy going by nature and able to get along with both work colleagues and senior manager , currently looking for a  suitable document controller position.
Professional Summary:
Job Title: - Assistant Document Controller & Office Admin
Company: General Construction Company ( GCC) Abu Dhabi ( UAE)
Position: Assistant Document Controller & Office Admin
From: June 2013 till to date
Duties Involved 

· Over-all in charge for the submission of documents.
Example: Transmittals, Inspection Request, Material Inspection Request, Material Submittal, Document Submittal, Work Notification, Site Clarification, Method Statement, Correspondences, Minutes of Meeting, Shop Drawing submittal ( Civil, MEP, and Architectural), As Built Drawings 

· To control all non- administrative documents such as Issued for drawings, specifications, instructions and procedures received from clients, subcontractors, suppliers as well as documents originated by the company
· Classification, sorting, filing, copying, archiving and retrieval of Drawings.

· Maintain & update Master Document Register in excel sheet (Inward & Outward)

·  Receiving all incoming documents and letters from consultant
· Maintaining a tracking facility to enable documents to be updated easily..

· Maintain Site Instruction Register.

· Send mail to consultant on daily basis and keeping acknowledgement.

· Responsible for maintaining hard copy information.
· Receiving & Distributing incoming and outgoing documents and mails.

· Incoming and outgoing document maintaining for appropriate records and registers for follow-up and control.
· Assist in supporting external audit, coordinating of controlled activities in backroom and ensure timely response documentation request for audit.

· Presentation and filling up of documents and drawings.

· Assist supplying documentation for mobilization (hardcopy and electronic to disk).

· Typing side document as per side needs.

· Input documents data into the standard register that the information is accurate and up to date.
· Recommend stock requirements of various stationary required for the project office.
· Review & assessment to know who received what and why & what is pending, periodically.

· Scan all documents & keeping soft copy in pdf. Documents categorically by renaming it for quick search & handling all HR works.
· Updating spreadsheets.
Pakistan Experience:
Job Title: -    Secretary Cum Document Controller.
Organization: Beacon House School System ( Lahore Pakistan)

Position: Secretary Cum Document Controller.

From:  2011 to 2013 ( March)
Duties Involved As a Secretary:
· Prepare and coordinate presentations/ conferences /meetings and events with internal and external parties.

· Manage and ensure timely arrangement of all meetings.

· Obtains clarification of policies and procedures for staff.

· Coordinate for training arrangements with staff ( Internal and external)
· Arranges meeting, schedules locations.  Coordinates time with listed, arrange refreshments and equipment as needed.

· Composes drafts and completes non-technical correspondence from oral and/ or written instruction.

· Purchases small expensed items.

· Assist Management with preparing reimbursement and other claims.

Duties Involved As a Assistant Document Controller:
· Coordinate all activities related to the documents control procedure, including technical documents and commercial documents.
· Input Document data into register.

· Generate the various documents as follow up to school needs.

· Makes sure that controlled copies of latest approved documents are given to the appropriate staff.

· Maintain updated records of all approved documents and their distribution clearly.

· Maintain documents in the documents control office under safe custody without any damage.

· Maintain files and control logs as required by the school.

· Opening, dating, copying and circulating incoming post.

· Handling request for information and data visitors.

· Typing School Documents as per need
· Guide new team member.
· Make sure documents in safe custody. 
Key Skills And Competences:

· Strong IT, database and communication Skills.
· Excellent interpersonal skills and a professional telephone manners.

· Utilizing a range of office software , including emails, spreadsheets send database.

· A comprehensive understanding of health and safety regulations.

· Ability to evaluate , prioritize , organize and delegate work schedules.

· Proven decision making skills.

· Able to react quickly and effectively when dealing with challenging situations.

· Assisting departments with queries on documentation requirement & submission.

· Assist HSE Manager In ( HSE Evaluation) & Assist Administration Manager In (Labor
Evaluation.
Education:
· MBA Executive ( In Progress) 
· Bachelors in commerce ( B.com) From Pakistan Lahore ( Punjab University)  2009 to 2011.
· Intermediate ( Commerce) From  Pakistan Lahore ( Lahore Board) 2007 to 2009.
· Secondary Certificate ( Matric) From Pakistan  Lahore ( Lahore Board) 2005 to 2007
Additional Qualifications:

· Completed a course in  ( Peach Tree & Quick Book) Accounting Software
· Knowledge of window 95, windows 98 , window 2000 , and window XP & 7

· Passes MS Office Suit ( Word, Excel , PowerPoint, Internet, & Email)
· Advanced Excel.
· Knowledge Of Primavera p6
Strengths:

· Highly Motivated

· Confident in Communicating Effectively 

· Committed to Work & Excellent Output

· Ability to get on well with people

· Enthusiastic and Flexible
Visa Details

Visa Status
:
Employment
Personal Details
Nationality
:
Pakistani
Religion
:
Islam
Date of Birth
:
11-02-1991
Sex
:
Male

Marital Status
:
Single.
Language Known
:
English, Urdu, Hindi, Punjabi&Arabi ( Basic) 

I here by declared above all the statements are true. Our being favored with the opportunity of serving yours esteemed concern and would discharge my duties to your fullest satisfaction.






