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SENIOR DOCUMENT CONTROLLER 
12+ years’ experience 


Date of Birth: 14th Dec 1979
Language Proficiency: English, Hindi, and Urdu.

Objective:  Yunus Perwez has 14 years of work experience in Document Controller, with exposure to Information Technology / Workflow, Project Coordination, System Support, Data Base Management, Business Coordination, Market Research, Product Presentation, Client Promotion, Marketing, Techno-Commercial Negotiation, Office Administration and Project Support Services.


EDUCATIONAL & PROFESSIONAL CREDENTIALS 
Graduation with Honors ‘in Political Science, B.B.R.A.Bihar University, Muzaffarpur, Bihar, INDIA, 2001
Executive Secretary & Office Management, Zabeel International Institute Management & Technology, Dubai
Accreted by Ministry of Education, UAE, 2010


SUMMARY 
· A sincere, diligent & focused as a Project Document Controller, career of over 14+ years of experience with reputed   establishments in Middle East.

· Possess expertise and experience in Project Document Controller & Coordination skills along with the ability to support multiple & simultaneous projects in a matrix organizational structure.
· Doing all forms of communications to provide information to supervisors, subordinates and to communicate with other Departments.

· Document/ record information, maintain files, process all paper work, and to perform day to day administrative tasks

· Develop and maintain constructive and cooperative working relationships with other departments and agencies.
· Liaise with clients & consultants for determining technical specifications.
· Achieving all records as hard and soft copies, updating incoming and outgoing logs

· Drafting Memo / Letters ,Transmission of documents ,SCR,CVI,MAR,RFI,MIR & SCA
· Establish and maintain Document Control for the project in line with the ISO standards and the company policy and procedures to assist the project management, to locating any type of document required for the smooth execution of work on site. 

·  Receipt, registration, distribution and storage of correspondence, specifications, procedures, tender documents, vendor data’s, codes & standards etc.; 

·  Supervise the document control activities with strict adherence to ISO Quality Standard requirements and Company policy. 

· Implement and maintain document / data control procedures. 

· Establish and maintain easy accessible and controlled central filing system. 
· Responsible for maintaining & controlling the issue of project technical documents as per the Document Control Procedure.
· Responsibility for planning, developing and administering the Document Control Management System and procedures for the company.
· To establish the Electronic Document Management System (EDMS) in the company and to train the new Document controllers required for various project sites prior to their site induction.

· To co-ordinate with site document controllers for regular and up to date dissemination of documents to various levels in the organization.

· To ensure that an up to date general filing system including a master file of all types of materials as required is maintained.


PROFESSIONAL EXPERIENCE                        
Division Nine Interior Design LLC                                                                        20 May 2014 – till date
Senior Document Controller

Projects Involved:-
        Dragon Mart new Expansion - Novo Cinema Project in Dubai   

        Client Novo Cinema/ Gulf Film & Consultant Dar Al Handasah shair and partners  



BESIX GROUP, Six Construct





     Nov 2008 to 19th May 2014
Project Document Controller
Projects Involved:-
        Al Zorah Resort Project, in Ajman                                            
        Hamriya Power Station Project, (SEWA) in Sharjah                       
        Borouge 3 Utilities & Offsites Project, Ruwais in Abu Dhabi           
        Ferrari Experience (Yas Island), in Abu Dhabi
 
        Burj Khalifa Project, in Dubai                       


   HINDUSTAN CONSTRUCTION COMPANY LTD, MUMBAI, INDIA
         Jan 2005 -Oct 2008

   DOCUMENT CONTROLLER 


ROHINI INDUSTRIAL ELECTRICALS PVT.LTD. MUMBAI, INDIA
                     Feb 2002 -Nov 2004

DOCUMENT CONTROLLER 


Other skills: MS- Office, ACONEX, Electronic Document Management System, BESIX SDMS, Client/Contractor- Hyundai HECOS Knowledge Portal, Dar Al Handasah EDMS 
Core Competencies: ( Electronic Document Management System ( Documentation is presenting the company image standards.

