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	Career Synopsis


Possess over 4 years’ experience in areas of Document Control, Secretarial and Administration in the Middle East countries. Managing general official procedures, interacting with patrons, Government concerns and competent over high volume workloads whilst meeting strict deadlines. Possessing wide ranging “problem solving” experience essentially within Management, with all internal departments that function in the corporation.

Presently, looking to make a continued and significant contribution for an organization that needs a multi-skilled, multi-tasking Document Controller / Administrator within a team working environment.

	Areas of Expertise


Document Control, Administration, Office Management, Organizational Skills, Supervision & Problem Solving, Team Working, Computer Literacy, Working to strict deadlines, Presentation Skills, Training, Communication Skills, Interdepartmental Liaison.
	Computer Skills


EDMS, MS-Office, Networking, Visual Basic,
	Professional Experience


Title: Document Controller





Mar 2014 till present
Organization:
Samsung Engineering LLC  

                             (Working For Client Takreer, Jacobs) 

                             Ruwais Refinery Expansion Project


Abu Dhabi, UAE
Reported to:
Lead Document Controller

Title: Document Controller




             Mar 2012 to Mar 2014
Organization:
Shakeel Contracting Pvt Ltd.

                             Chennai, INDIA

Reported to:
Site Manager

Job Accountabilities Pertaining to Document Controller:

· Receive, check and distribute documents in accordance with project procedures and distribution matrix.

· Administer and coordinate Electronic Database Management System (EDMS).

· Produce all reports in accordance with project requirements, both internal and external.

· Implement and maintain hard copy master file with latest versions of all project documentation in accordance with project requirements.

· Resolve drawings/documents issue queries. Maintain (WIR) Work Inspection Request Details.

· Follow-up and co-ordination with consultant/ client to maintain proper document and flow and record.

· Checking of documents as per project numbering protocol.

· Co-ordinate and manage the document control system.

· Supervise and coordinate the day-to-day activities of document control staff and document control programs.

· Ensure proper dispatching of technical documentation to the engineering/construction team members as per distribution matrix.

· Maintain the safe and efficient filing and maintenance of project documents.

· Forward all Original Project documents to head office.

· Ensure that documents of external origin are identified and their distribution controlled.

· Prepare final hand-over documents after ending project.

· Ensure all technical project drawings and documentation are received, checked, accurately recorded and distributed in an efficient and expeditious manner in accordance with agreed Project procedures and distribution matrix 

· Ensure that all documentation progress reports are produced on time as required and that regular exception reports on late documentation are made available for management review 

· Ensure that all correspondence, other non-technical documents and records are distributed and maintained in accordance with Company procedures 

· Writing Memos / Letters and Issue to PMC / CONTRACTOR as per Senior Project Manager

· Assisting to Senior Project Manager / Project Manager / Project Coordinator to handling other responsibilities like Coordination / Follow-up and Furnishing Report Back them promptly.

· Carry out regular administration task such as receiving / sending correspondence from SUB-CONTRACTOR and maintain log report for correspondence. Creating / updating back up of the systems regular basis.

· Reporting to Project Manager
	Education


Graduation


:
Bachelor of Computer Engineering
University


: 
Bundelkhand University
Year of Passing


: 
2012 
	Personal Profile


Marital Status


:
Married

Date of Birth


:
18th Nov 1990
Nationality


:
Indian

Languages known to Speak
:
English, Tamil, Hindi, Malayalam 
Languages know to read/write
: 
English, Tamil, Arabic, Malayalam, and Hindi
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