CURRICULUM VITAE
An individual who has 8 years and 6 months UAE work experience in the field of Document Controlling, Assistant Secretarial & Administration Works, Customer Service Relation.  Has strong ability to do multi-task works in a fast paced office environment, with proficiency in Microsoft Office such as Word, Excel, Power Point, and Outlook Operation.  A motivated individual towards achieving set goals and deadlines in a timely manner.

Full Name

             :   Karar 
Marital Status


:  Married
Personal E-Mail Id

:  karar.259104@2freemail.com 
Language Known

:  English, Hindi, Urdu, Punjabi
Qualification


:  Secondary School, Computer Skills.
Passport Details:
Date of Issue


: 23 May 2013
Date of Expiry


: 23 May 2023
Place of Issue


: Multan, Pakistan
Visa Status                                  : Employ 

TECHNICAL EDUCATIONAL BACKGROUND:
· Computer Literacy:
Skilled in MS Office, Photo Shop, Internet and Outlook
· Education              :         Higher Secondary School    
Job Experiences.

Project


: 3000 Villa Jabal Hafeet Alain UAE, Mudon Project Dubai & City of Light Tower Al Reem Isand Abu Dhabi
Employer

: Trojan Holding L.L.C
Designation

: Document Controller
Duration

: October 2014 to till date.
Duties and Responsibilities: 
· Prepares transmittal, submittals as per specifications for all outgoing documents and ensure that submits on time.

· Prepares weekly and monthly submittal logs (material & Drawing Submittal, RFIs) reports.

· Responsible for data entry of all documents and ensures the correct revision and location of documents.

· Manage and maintains the safety of all documents (incoming & outgoing) with efficient data storage/filing and retrieving systems by maintaining document control log register and timely checking of each document as per unique numbering system

· Administer all other clerical activities at site
· Project related all the office work, responsible for all important documents, drawings safeguarding, making daily IRN (Inspection Request Notification) Log for inspection, updating IRN in log book, creating Inspection forms in MS Word / Excel, and normal clerical works required for the office.

Project


: Hydra Village Site Office – Abu Dhabi - UAE
Client


: Hydra Properties

Consultant 

: NEB Consultancy 
Employer

: PAL Technology L.L.C

Designation

: Document Controller with NEB Consultant
Duration

: Aug 2009 to October 2014.

Duties and Responsibilities: 
· Prepares transmittal, submittals as per specifications for all outgoing documents and ensure that submits on time.

· Prepares weekly and monthly submittal logs (material & Drawing Submittal, RFIs) reports.

· Responsible for data entry of all documents and ensures the correct revision and location of documents.

· Manage and maintains the safety of all documents (incoming & outgoing) with efficient data storage/filing and retrieving systems by maintaining document control log register and timely checking of each document as per unique numbering system

· Administer all other clerical activities at site
· Project related all the office work, responsible for all important documents, drawings safeguarding, making daily IRN (Inspection Request Notification) Log for inspection, updating IRN in log book, creating Inspection forms in MS Word / Excel, and normal clerical works required for the office.

Previous Employment Details:

Employer

: Shabbir Tile (Ware House Lahore)
Designation

: Store Keeper
Duration

: June 2006 to July 2009
Job Undertaken:
· Issue of Materials.

· Material consumption.

· Surplus material report to purchase dept. Asst superiors in recognition and identification of materials.

· Updating of potential stock out stations.

· Preparing, entering, filling and recording all receipt issue and documentation.

· Under supervision comparing and monitoring the acquisition of material against order and preparing discrepancy reports as required.

· Assisting with the preparation of regular reports for the account department and checking and validating them.

· Assisting with the preparation of reports as requested to management from time to time in relation to store status and performance.

· Ensuring that work is carried out safely and according to work spot, company rules and regulation.

Overall Job Profile & Skills:
· Familiar with Document Controller 
· Familiar with all office work.
· Familiar with all Store work.

· Pakistani Driving License
· UAE Driving License Under Process
Personal information:
                  Nationality         :

Pakistani
                  Religion             :          Islam

                  Current Salary    :         3000 AED

                  Expecting Salary  :          5000 AED

                  Notice Period         :            1 month
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