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Personal Data:

 Date of Birth  : 31/12/1987

 Sex                  : Male

 Nationality     : Ugandan

 Marital Status : Single

Visa Status     : Employment Visa
 Language Known:

     English – Excellent

     Swahili – Basic


Training

· Document Management System

· Certificate in Computer training and computer applications.

· Basic first and health care training Skills.

· Training in fire fighting and safety precautions course conducted by ADCP. 
· Three months training with TIGHT SECURITY LTD as security guard.

	OBJECTIVE

Seeking a position to utilize my extensive knowledge in Document Control work practices and Methodologies, using Electronic Data Management Systems and administration of Document Control systems on large Projects with database design and file management systems.

SYNOPSIS

· A competent professional with an experience of 5 years in handling Documents & Client Relationship Management.

· Hands on experience with filing, faxing, copying, binding, making spreadsheets, entering data, answering multiple phone lines and emails.

· Expertise in identifying the segregation of documents handling and secretarial related job.

· Proficient in managing and executing documents in hard and soft files. 

· Solutions- professional with experience in handling all aspects of service functions in document controller.

· Excellent interpersonal, communication, team building skills with experience in training and development of the workforce

CORE COMPETENCIES

· Provided wide range of administrative and clerical duties in various levels.

· Expertise in identifying the segregation of documents handling, Proficient in managing and executing documents in hard and soft files.

· Excellent interpersonal, communication, team building skills with experience in training and development of the workforce. 

COMPUTER SKILLS
· MS Access, Excel, Word, Power point, Outlook, internet & Email
· Software update and Installation
· Computer Networks (LAN & WAN), Computer maintenance
ACADEMIC QUALIFICATION
1. Bachelor’s degree in Information Technology, Mbarara University of Science and Technology 2010 – 2013.

2. Certificate in Computer Training, CompNet I.T Solutions 01/06 to 28/07/2012.

3. High School Education Certificate, St Kaggwa Bushenyi High School 2008–2009.

4. Uganda Certificate of Education, Ryeru School- Bunyaruguru 2004 – 2007. 

5. Uganda Primary Leaving Examination, St. Mukasa Preparatory Seminary- Mushanga  1997 - 2003



	OTHER  SKILLS:
· I.T skills

· Report writing skills

· Communication skills.
· Security skills

· Leadership Skills

· Research skills


	Experience Summary

· Elaborating maintaining and updating document control procedure. 

· Receipt, control, storage and issue of projects and company documentation.

· Supervising the establishment and maintenance of project / Department central filling system. 

· Establishment and control of the project reference library.

· Maintaining the document distribution matrix with information received from project discipline/ Department heads.

· Ensure proper submission to client (hard and electronic copies)

· Filing, faxing, copying, binding, making spreadsheets, entering data, answering multiple phone lines and emails

· Receiving documents and drawings from Contractor’s DCG and checking correct revisions as per incoming transmittals.

· Supervises data entry of technical documents in the company and ensure the correct revision and location of documents into their designated electronic folders.

· Document classification, sorting, filing, archiving and retrieval of document in accordance to project document indexing and filing system
COM EXPERIENCE: 5 Years
Company
    :            Gulf Contractors Company LLC

Project
    :            Cost Control & Claim Department
Position held   :            Document Controller
Duration
    :            From April 2014-till now 

Company
   :             Gulf Contractors Company LLC

Position held  :             Document Controller


Project
   :             Al Falaj & Oasis, Al Ain 


Duration
   :             From October 2013 to April 2014

Client
   :             Al Ain Municipality. 

Company
   :             Bushenyi District Planning Unit (Uganda) 

Position held  :             Document Controller 


Project
   :             C.I.S 


Duration
   :             From December 2008 to November 2011
Client                :             Bushenyi Local Government  (Uganda)




DUTIES AND RESPONSIBILITIES 

· Receipt, control, storage and issue of Project documents.

· Receiving all documents and drawings pertaining to the project, checking with Engineering Document Register (EDR) / Vendor Document Register (VDR) as per document/drawing number, title, revision. 

· Issue all outgoing documents and drawings through transmittal with unique alpha/numeric identification, keeping and maintaining all records.  For all outgoing documents, record transmittal notice information in the relevant document register.

· Identify the respective internal and external recipients for all incoming documentation, make clear and legible copies and issue as required with the requisite transmittal notice.

· Maintain filing systems for the identification, traceability and retrieval of documents. Continually maintain, update and issue the drawing/document control register to all the departments as specified in the document control procedure.

· Make void the old revision document/drawing and maintain these document/drawings for reference purpose.

· Receiving documents and drawings from Contractors and checking correct revisions as per incoming transmittals.

· Preparation of final documentation as per contact and client requirements

· Gathering information for implementing new projects.
· Listing out the Documents and documenting the project details

· Coordinate all activities related to the Document Control procedure, including technical documents, drawings, and commercial correspondence

· Input document data into the standard registers ensuring that the information is accurate and up to date.

· Makes sure that controlled copies of latest approved documents and drawings are given to the appropriate staff, subcontractors and suppliers as applicable.

· Maintain updated records of all approved documents and drawings and their distribution clearly.
· Maintain the documents and drawings in the Document Management System under safe custody without any damage or deterioration with easy traceability

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

· Filing, faxing, copying, binding, making spreadsheets, entering data, and emailing.
· Document classification, sorting, filing, archiving and retrieval of document in accordance to project document indexing and filing system.

· Updating all QA/QC Daily reports in EDMS and MS Excel.

· Provides support to project engineering management team with regard to technical document management, bulk uploading and downloading of technical documents in the Company using interface applications program.

· Maintaining and distribution of all drawings and quality related documents as per the requirements transmittal, keeping and maintaining all records.











