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Overall Experiences: 
· 4 + Years Experience in Document controller and Project Adminstration 
· 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 Control office under safe custody without any damage or deterioration with easy traceability.
PROFESSIONAL EXPERIENCE:-
Presently working  with CODE , Since July 2012 as Document Controller .CODE is one the leading Construction company in UAE  , which Handles Oil and Gas ,Water Line and Power plant  projects 
Current Handling Projects:
· Project No. 5988 Ruwais housing complex expansion phase III construction of boys, girls and primary school and related facilities for ADNOC (Abu Dhabi National Oil Company).

· Project No. D-10164 Client: ADDC Improvement and Extension of the Water Distribution Network at Shahama, Shawamekh, Al Sadr and New Bahya. 

· Project MW-DS-057-2010 Client: U.A.E Armed Forces. Construction of Residential Complex, External Works, Irrigation Networks in Zayed Militry City.
· Project CMW-11003-C001 Client: U.A.E Armed Forces. Construction of Building for HQ Border Guard, Al Ain.
· Project MW-OU-081-2010 Client: U.A.E Armed Forces. Infrastructure, Roads, Landscaping, and External Works at Abu Dhabi Air Base, U.A.E.

· Project No. 6030 New Administration Building for Fertile at Ruwais for ADNOC (Abu Dhabi National Oil Company).

· Project No. N-11448 New 220kV Switching Station at ASAB II, Western Region, Abu Dhabi, Client: ALSTOM.
Responsibilities:

· Gathering information for implementing the new project and responsible for maintaining hard copy information
· Administer the Aconex online document management system

· Listing out the Documents and documenting the project details

· Explaining the Project Plan to internal execution team

· Describing all possible document flow structure in the proper way
· Submission of documents and creating Transmittal through systematic Document Control.

· Describing and creating the Acknowledge letters for the clientsl

· Tracking the pending documents through weekly progress reports

· Notifying the involved party for tacking appropriate action on the pending documents

· Manual follow up with the clients internal team to get an expected schedule for all pending documents

· Export of As-Built files in the customer required format

· Sign-off from the customers with clear specifications of retention of Archives

· Receiving & Follow ups on order requests from Sites for Stationeries and House hold materials to order from our regular suppliers.
· Maintaining a tracking facility to enable documents and order to be updated easily.
· Presentation and filing of documents and Shop drawings
· Ensuring all documents is as up to date as possible within electronic filing systems
· Preparation of the Material Submittals & Shop Drawing Submittals as per project requirements
· Preparation of letter of intent and subcontract agreement as per company standard coordinating with Corresponding Engineer
· Maintain Schedules and Calendars, arrange and confirm appointments for Managers and Engineers
1. Worked as IT & System Administrator cum Document Controller in AL-Ameen Store & Merchant and Commission Agent Company – India from 10.05.2010 to 15.01.2012.
Responsibilities:
· Customer Supports for Foreign Clients & other relevant Customer
· Asst. & Coordinate with HR Manager with all
· Responsible for all Controlling software and Network
· Issuing and distributing controlled copies of information
· Person in Charge in absence of Administrator
2. Worked as Software Programmer in Java Language for Arion Infotech - India from 28.10.2010 to 31.01.2011.

Responsibilities:
· Creating New Software programmes  
· Upload and installation of softwares 
· Project work entitled NETWORK MONITORING SYSTEM
	EDUCATIONAL DETAILS:-


	Bsc Information Technology, University of Bharathiyaar, India

	COMPUTER PROFICENCY
	HTML, Java, C, C++

MS Office, Internet Applications
WINDOWS 07/VISTA/XP/2000/98

	PERSONAL PROFILE:

	Date of birth
: May 31th, 1989

Nationality
: Indian

Languages known
: English, Hindi, Malayalam   and Tamil 




DECLARATION:

I, hereby declare that the details furnished above are true to the best of my knowledge and belief.                    
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