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OFFICE ADMINISTRATOR

Executive Secretary

Document controller  
	Objective
	
	To be part of an organization that promotes growth and excellence and live up to the expectations entrusted on me with dedication & hard work

	SkillS
	
	· Experience in document control, document imaging, document archiving, and maintenance of electronic and physical documents
· Ability to interact and coordinate with internal and external business partners
· MS Word, MS Excel, , MS Outlook
· EDMS

· ACONEX



	Work History
	
	[DOCUMENT CONTROLLER, BELGIUM ALUMINIUM& GLASS (A MEMBER OF AL FARA’A GROUP OF COMPANIES), ABU DHABI, UAE]

[From 01st October to Till Date]

Jobs Responsibilities

· Preparing Quotations, invoices, external and internal correspondences, Glass Orders, Memos, Payment Applications, Receipt Vouchers

· Store and maintain company documents in both electronic and physical forms
· Receiving & submitting Project Documents, drawings from client & consultants.          

· Giving the documents collected to the concern person.

· Filing all documents in project wise.

· Updating & maintaining 100 % accurate data for soft copy & hard copy.

· Providing the data as and when required in hard & soft copy.

· Using EDMS (Electronic Document Management System) as per client requirement and as per line manager’s instructions and ACONEX for submission of shop drawings and technical submittals.
· Responsible for Control/Track/Issue of complete project documentation such as incoming and outgoing correspondence, site instructions, change orders, NFC, RFI, CVI,RFM, Letters, staff daily report, Submittals and other forms of pertinent documents from the client and subcontractors (including Atkins internal documents).

· Update drawings in accordance with Drawing Register.
· 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.

· Generate the various document control reports as required.

· Typing of site documents, and follow up of all the site needs

· 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.

· Maintain the files and control logs as required by the project

· Maintain document logs for correspondence, material approval submittals, shop drawing, RFI (incoming & outgoing).
· Assist with the implementation, management and administration of the electronic document management system.
· Handling Petty Cash.

Receive

· Receive and distribute project documents and drawings based on the Document Distribution Matrix to the right department and right person (action parties) as per agreed procedure after Project Manager’s Review.

· Receive, record, log, scan and distribute all project documents, shop drawings and other submittals.

· Ensure the correct stamping all documents or drawings in accordance with the prevailing document control procedures.

Record

· Maintain records of engineering documents and drawings in hard copies and electronic files and monitor the revisions and approval status thereof.

· To maintain the record of all controlled documentation – issue, status and location.

· Record of Drawings , Method Statement , Material Submittals , Sample Submittals , RFIs , RRFIs , NCRs , Contracts, LOIs , Payment Certificates, Documents of Civil , Mechanical , Instrumentation, Electrical, Piping, 
Structural Documents, Drawings, Specifications, Calculation Sheets and Data Sheets, Progress Reports, Survey Reports, Soil Investigation Reports etc.

Scan

· Scan and store the approved shop drawings in the database so that the project team can access.

· Keep current hard copies and file supersede version.

Distribute

· Document distribution by Transmittal System as per Document distribution Matrix for Hard copy and Electronic Document Transfer.
[DOCUMENT CONTROLLER, RESOURCE HUNTERS HR PVT LTD, COCHIN, KERALA]

[23rd July 2014 to 10th September 2014]

Jobs Responsibilities

· Store and maintain company documents in both electronic and physical forms
· Maintain the files and control logs as required by the project

· Document distribution of both electronic and hard copy to various action parties
· Organizing and maintaining files and records.

· Maintain Register.

· Handling emigration and certificate attestation works.

[OFFICE ADMINISTRATOR/DOCUMENT CONTROLLER, SEAGULL INTERNATIONAL, MUMBAI, MAHARASHTRA]

[17th August 2007 to 27th June 2014]

Jobs Responsibilities

· Providing support to Project Team by managing incoming / outgoing project information and documentation on daily basis, while ensuring accurate records are maintained.

· Provide assistance to Engineering personnel in document retrieval.
· Document distribution of both electronic and hard copy to various action parties.
· Organizing and maintaining files and records

· Duties include general administrative support for the team member’s viz., filing, scanning, faxing, support / assistance with travel arrangements etc.

· Managing inventory of assets and office supplies, monitoring critical level of stocks

	Education
	
	[Post Graduate Diploma in Computer Application (PGDCA), KERALA, INDIA]

[Bachelor of SCIENCE (MATHEMATICS), M.G. UNIVERSITY, KERALA, INDIA, 2003-2006]

Passed with 58% of marks.
 [PLUS TWO- VHSE BOARD, KERALA, INDIA, 2001-2003]
Passed with 71% of marks
[SSLC- BOARD OF EDUCATION, KERALA, INDIA, 2001]

Passed with 71% of marks



	LANGAUAGE PROFICIENCY
	
	ENGLISH, HINDI, MALAYALAM, TAMIL

	               PERSONAL DETAILS
               Gender



:
Male

               Date of Birth


:
27/09/1985

               Religion



:
Hindu

               Nationality
  
                :
Indian

               Marital Status


:
Married




