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Hamdan

Document Controller 
Abu Dhabi, UAE
OBJECTIVE

To join an organization in Administration field, where I can utilize and improve my skills and impart a high level of competent performance to the company which provides excellent learning and growth opportunity.
STRENGTH
· Proficient in MS Office
· Knowledgeable with Aconex & Prolience 
· Knowledgeable with EDMS
· Document Controlling skill, Time Management & Office Management 
· Proactive & Self Motivated
· Good Communicator 
· Positive Attitude

· Commitment to Work

CAREER HIGHLIGHTS

3+ years broad experienced in (Administration & Public Relations). In which 2+ year as a Document Control in a Civil Contracting Company at Abu Dhabi  & 1 years in Public Relations in a listed Automobile Company.
GULF EXPERIENCE

Position Held 
:
Document Controller
 (Nov, 2013 – Present)

Responsibilities 
:
Includes but not limited –

· Assisting and supporting the Project Manager in their daily duties.
· Providing project support to senior Project Managers.
· Handling all the Document Control procedures according to Aconex & Prolience.
· Keep track of all documents correspondences and transaction.

· Maintain and update all documents registers. 
· Provide Daily / Weekly / Monthly Reports of documents to Management.
· Control of issue and receipt of all documents and drawings.

· Ensure all submissions are submitted in timely manner.

· Preparing Power Point Presentations for Weekly/Monthly Progress meeting & Planning Reports.
· Maintain the documents and drawings in the Document Control office under safe custody without any damage or deterioration with easy traceability.
· Handling all the archiving procedures according to ISO standards 30301.
· Coordinating with the different departments within the organization. 

· Handling All the RFIA, DWG, MIR & MDIR status reports according to Activities.
· Drafting letters, memo, Info. Mails on behalf of Project Manager.

· Supporting the Project Staff in trouble shooting Aconex and electronic documentation related problems.

· Corresponding with subcontractors regarding daily tasks.

· Troubleshooting in Prolience (Musanada).

Project Completion:

· Development of South Shamkha Infrastructure, Lot-4, Abu Dhabi.

· Infrastructure work in Emirati Neighborhood in Zayed City, Package-3, Abu Dhabi.

EXPERIENCE (1 YEAR)
Position Held 
:
Public Relation Officer
Pak Suzuki Motor Company (Sep 2012-Oct 2013)
 Responsibilities 
:
Includes but not limited –
· Preparing and implementing Sales polices. 

· Preparing Monthly sales report.
· Handling Customer Complains.
· Supervise the Monthly Campaigns. 

· Preparing weekly & monthly follow up Reports.
· Preparing Daily Program of work Report.
· Co-Ordinate with Pak Suzuki About (warranty, sales, parts) Orders.
COMPUTER SKILLS

· Aconex
· Prolience 
· EDMS
· CRM
· MS Office (Excel, Word, Power point)
· SPSS
· DMIS
· Nitro PDF
· Team Viewer
EDUCATIONAL QUALIFICATIONS

· Master of Business Administration (MBA) in Human Resource (April 2012) from COMSATS institute of Information Technology, Islambad, Pakistan
· Bachelor of Commerce (B.Com) (April 2010) from University Of Punjab, Pakistan
· Diploma in Commerce (D.Com) (April 2008) from Punjab Board of Technical Education, Pakistan
PROFICIENCY OF LANGUAGE

English, Urdu, Hindi & Punjabi
PERSONAL INFORMATIONS

Date of Birth

:
12-Aug-1991
Nationality

:
Pakistani
Gender 

:
Male

Visa Status

:
Employment Visa
REFERENCES - Available on request
I hereby affirm that the information furnished here in this document is correct and true to the best of my knowledge.

Place: Abu Dhabi 






Signature: 

Hamdan
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