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 NIZAM  (Document Controller)

PERSONAL INFORMATION:
	Date of Birth
	: 07 December 1989
	Place of Birth
	: Papar, Sabah

	Marital Status
	: Single
	Age
	: 27

	Gender
	: Male
	Race
	: Malay

	Nationality
	: Malaysian
	Driving License
	: B2 & D

	Language
	: English & Malay
	Able to Relocate
	: YES


SUMMARY :
Has accumulated almost seven (7) year’s experience as a DCC. Collect, maintain and distribute all documents necessary to define product configuration and control manufacturing processes that insure conformance to customer requirements. Develop and maintain a comprehensive filing system and computer database for all documents to be retained in the document control center. Manage the operation of the document control center to ensure that all users have the latest revision of appropriate documentation in a timely manner.
OBJECTIVE :
I am looking for a new challenging position and environment where I could be a productive and contributive member of the team or organization to utilize my 7 year’s work experience in the field of To seek a professional job opportunity with a reputed organization where in my ability and education will be utilized to the maximum level contributing to the success of the organization and self-growth in the company hierarchy. To secure a mid level position of Document Controller in your company. Organized and responsible individual with good communication skills and excellent command over drafting.
POSITION :
Document Controller or Related with my qualification

	
	




EDUCATION :
· University Industry Selangor (Formerly known as University Selangor) 
· Graduated : May 2010 
· Program : Diploma in Multimedia Industry 
SOFTWARE :
	Software
	Level

	PRODOM Viewer
	Excellent

	Filezilla
	Excellent

	EDMS
	Intermediate

	DMZ
	Intermediate

	PDB / XDB / DDB
	Excellent

	ProArc Explorer
	Excellent

	POL (Project OnLine)
	Excellent

	Autodesk 3Ds Max
	Beginner

	Microsoft Office & Microsoft Project
	Excellent

	Conopus Edius
	Excellent

	Photoshop / Psd
	Excellent

	Illustrator / Ai
	Excellent

	Premiere Pro / Pr
	Intermediate

	Dreamweaver / Dw
	Intermediate

	After Effects / Ae
	Intermediate

	InDesign / Id
	Excellent

	JOOMLA
	Intermediate






FAMILIAR WITH :

Code & Status

	
	Code 1

	
	Code 2

	
	Code 3

	Review Code
	Code 4

	
	Code A

	
	Code C

	
	Code R

	
	IFR

	
	IFA

	
	AFC

	
	AFD

	
	ASB

	Status of Document
	CLD

	
	SPD

	
	IFC

	
	INF

	
	IFE

	
	PLH

	Document type for Technical Document.
	

	
	

	Dicipline code for Technical Document.
	

	
	

	*Depends on the project requirement*
	




AREAS OF EXPERTISE :

Area of Expertise

Onshore
EPC
Oil & Gas
Pipelines
Petroleum
Commissioning
Subsea Engineering
FEED
Offshore
Gas
Piping

Inspection

Gas Processing

Project Engineering


PERSONAL SKILL :
	Personal Skill
	Technical Skill

	Organizing Skills
	Analysis

	Communication
	Systems

	Enthusiasm and commitment
	Quality Assurance

	Interpersonal Skills
	Quality Control

	Manage Time Well
	Project Management

	Strong Interpersonal
	Manage Resources

	Target Orientated
	Managerial Techniques

	Confident
	Validation





PROFESSIONAL EXPERIENCE :
Document Controller( June 2010 – Present)
· Conduct internal audits ensuring that all document and databases are current and accurate. 
· Ensuring document reviews are processed and followed up. 
· Safeguarding the Documentation used is in compliance with MOQ Documentation standards . 
· Safeguarding the Documentation is processed in compliance with our Document Control Procedures & Guidelines. 
· Responsible for ensuring the procedures are up to date at all time. 
· Issuing of document numbers. 
· Following up on Document Control queries and issues. 
· Following up on incoming queries and issues related to Document Control activities. 
· First level of support for EDMS related queries and issues. 
· Creation of documentation workflows to the Project Team members. 
· Ensures that the documentation received is in compliance with procedures and standards. 
· Assists project team members with their queries and documentation requests. 
· Ensures that the documentation is processed in a timely manner. 
· Transmittal / document administration with supply chain. 
· Issue and control of documentation to the Project team including Controlled Copy Drawings and Procedures. 
· Document search / research of archival records. 
· Providing technical data as requested / supporting the project team operations. 
· Data entry / uploading to Information Management System. 
· Responsible for quality checking, registering, classifying, managing, tracking, numbering, formatting, filing, transmitting electronic engineering and client deliverables and other project and all related to document controlled as required by the project. 
· Ensure the current approved revisions of controlled documents are available to the project in the EDMS. 
· Provide accurate meta-data for document status reporting. 
· Process documents in compliance with PLP and project procedures to meet DM standards. 
· Managing the package tool and assisting the project teams in maintaining EWP packages, CWP packages and handover packages. 
· Assisting with the final handover of documentation. 
· Identifying and escalating issues to the lead document controller. 
· Watermarking archived files using Adobe Acrobat. 
· Assisting the lead document controller in training other document controllers as required. 
· Identifying and escalating issues to the lead document controller. 

	
	



· Archiving soft copies of obsolete or superseded drawings and drawing revisions in the designated fileserver folders along with scanning them as required 
· To ensure that all documents have no errors in filenames and title as per registration approved by client before submitting. 
· To ensure that all documents are correctly file in the server and hardcopy file. 
· Managing & maintaining a MDR. 
· Knowledge about Document Type, Phase Code, Acceptance Class & Status Code. 
· Writing Document / Procedure & Create Template. 
· Prepare Timesheet, Reports & attend meeting with clients. 
ADDITIONAL PRO EXPERIENCE :
· Writing document for all the WP including Contract Coordination Manual, Oraganization Chart, Quality & Mobilization Plan, Document Distribution Matrix, Control Coordination Procedures & MINDR & MINTDR Project. 
· Performed Document Issuing, Scheduling and Progress Reports, Cost Control and Project Measurement Procedure. 
· Performed the Functional Location (FL). 
· Members of Final Documentation (FD Team) for Technip Geoproduction (M) Sdn Bhd 
· Writer of Procedure (Training Guide Final Documentation) for Technip Geoproduction (M) Sdn Bhd 
PROJECT :
SPIE Oil & Gas Services ASP Sdn Bhd :
· Site DCC for Yadana Project – Total E&P Myanmar 
· DCC for Kambauk Project – Total E&P Myanmar 
· Lead DCC for Brunei Maharaja Lela Project – Total E&P Brunei 
· DCC for MOHO Nord Project – Total E&P Congo 
Technip Geoproduction (M) Sdn Bhd :
· Site PDDM (EAST – Fluor Daniel, Manila Team) for RAPID Project – Petronas Sdn Bhd 
· Final Documentation for Malikai TLP Project – Shell 
· Final Documentation for SK316 Project – Shell 

	
	




CO-CURRICULUM ACTIVITIES :
Universiti Industri Selangor (July 2007 – May 2010) :
· UEFA Futsal Championship 2008 Rakan Muda. 
· Football Championship 2010. 
· Script Writer & Main Character in Theater “Kerusi” in 2009. 
· Main Character in Theater “10 Year Celebration UNiSEL 2009”. 
· Main Character in Theater “Siti Zulaikha”, Ipoh, Perak Cultural Park in 2009. 
· Director of Short Film “Badai Di Hati” in 2010. 
· Director of Recovery Video Clips “Shalawat – Wali Band” in 2010. 
· Deputy Head of Life 2 General Rakan Muda UNiSEL 2010. 
· Director of the Program “Auto Show” in conjunction with UNiSEL 2009 Graduation Party. 
· Director of “Auto Show for the New Year Party 2010”. 
· Director of Charity Convoy Welfare Program, Manjoi Perak in 2010. 
· Director of Program UEFA Futsal Championship Amal Palestin Citizens UNiSEL 2010. 
· Director of Joint Dinner Program with Orphanage Children in 2010. 
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