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CAREER OBJECTIVE
To work in middle management or suitable position which merits my qualification and experience, to develop my strengths and exploit my full potential.
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AREAS OF EXPERTISE
· Document Control Specialist: 
o Engineering, Vendors & QA/QC documents adheres to procedures & Standards of mid to large projects. 
· Records Management Specialist: 
· Projects Support & Coordination: 
· Excellent Typing + Worksheet Formulas Proficient: 
· AutoCAD (2D + 3D). 
· File Handling (Including Locking/Unlocking). 
· Computer Software & Operating System: 
o Microsoft Office Suite, OpenOffice, Image Editing, Graphic Designing & Video Editing. o Windows (Client + Server), Mac, Ubuntu & Back Track. 
· Computer Hardware: 
o Installation, Maintenance, Repairing, System Assembling & Troubleshooting. o Backup and Recovery expert. 
· Time/cost demote knacks for Plotting/Printing, Scanning & Xerox. 
· First Aid and Basic Life Support certified by TÜV SÜD Middle East. 
· Quadra EDMS/ERP, Aconex and Proliance. 
· ISO (International Organization for Standardization) awareness. 
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WORK EXPERIENCE (TOTAL 12+ YEARS WITH 7+ YEARS GULF EXPERIENCE)
	Job Title
	: o
	Lead Document Controller / Manager, Document Control
	

	Organization
	: o
	Confidential
	

	
	o
	Kingdom of Saudi Arabia (K.S.A.)
	

	Duration
	: o
	January 18, 2015 to Present
	

	Projects
	: o
	Project Value (1.3 Billion USD) – Master Gas System Expansion Phase I –
	

	
	
	Booster Compression Stations # 3 & 5 of M/s.
	
	
	
	
	

	
	
	
	
	
	
	

	
	o
	MGS II – Booster Gas Compression Station (BGCS) of M/s.
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	o
	Engineering Sub-Contractor: WS ATKINS & Partners Overseas

	Major Vendors
	: o
	GE OIL & GAS for Gas Compressor Package and Power System Automation

	
	
	(PSA)

	
	o
	PALL FRANCE SAS for Inlet Black Powder Filter Package

	
	o
	YOKOGAWA SAUDI ARABIA COMPANY for Process Automation System (PAS)



o MARITIME INDUSTRIAL SERVICES (MIS) ARABIA CO. LTD. for Vessels and Scraper Launcher / Receiver & Scraper Loading Device 

o OLAYAN DESCON for Flare KO Drums

o ITT SAUDI COMPANY for Pumps

o PETROL STEEL CO. LTD. – Rotary Engineering Arabia Ltd. for Storage Tanks

o ZEECO for Flare Package

o VEOLIA WATER SOLUTIONS AND TECHNOLO SAUDI-INDUSTRIES for Reverse Osmosis Package 

O S&T CORPORATION for Discharge Gas Cooler

o CDB Engineering SpA for Filters

o HADETEC Engineered Gas Systems for Nitrogen Generation Package and Air Dryer Package 

o LEAP NETWORKS for Telecommunication System

o Other Vendors:
GERAB, ULMA PIPING, VILMAR, PAN GULF PIPING SYSTEMS (TUBACEX), TK CORPORATION, TATA STEEL, FUTURE PIPE INDUSTRIES, CIRCOR, L&T, PETROLVALVES, GALLI E & CASSINA SPA, GERAB, SHASHI STEEL WORKS, BASSI LUIGI & C SPA, UNITED BUSINESS SYSTEMS CO. LTD., PETROLVALVES, CAMERON ITALY SRL GROVE FACILITY, SAUDI ARABIAN DEVELOPMENT COMPANY, FLOWSERVE, WESCOSA, GULF STEEL WORKS, SESAB INTERNATIONAL FOR INDUSTRY & CONTRACTING, ALRASHED STEEL - ALRASHED FASTENERS, VILMAR, Kanoo, SADC, EMERSON, WESCOSA, SBC BEND

Job Description
: o Established and maintained a configuration management system compliant
with  regulatory,  quality,  Client  (AOC/SA),  Company  (SEPCO)  and
Vendor/sub-con. (Both internal and external) requirements.

o Maintained Document Control system to manage documentation to ensure full compliance with Client and Company Standards. Responsible for the creation and management of all configuration projects and planning for Document Control. Provides guidance and advice on methods, procedures, standardization and requirements. 

o Ensures accuracy by reviewing design release documents for completeness, proper authorization and system updates. 

o
Collaborate with cross -functional departments to ensure timely implementation of change requests and change orders (CR/CO’s).


Page 2 of 6
(Updated: May-2016)
AYYAZ
CURRICULUM VITAE

o
Support audits (internal, external, 3rd party) in order to verify that regulatory and quality requirements have been met.

o Provide work direction and guidance to staff to assure completion of assigned tasks and other duties. 

o Responsible for procedure reviews and facilitating procedure updates with process owners. 

o Assure that all company personnel are adequately trained in the principals, policies, and procedures of the configuration management system. 

	Job Title
	: o
	Lead Document Controller
	

	Organization
	: o
	Al Asab General Transport & Contracting Est. Abu Dhabi, U.A.E.
	

	Duration
	: o
	October 01, 2012 to January 17, 2015.
	

	Projects
	: o
	Project Value (27 million USD) - EPC Works for Provisions of New 24" Lean
	

	
	
	Gas Pipeline from Buhasa to Bab and Bab to Thammama C of M/s
	
	
	

	
	
	
	Abu Dhabi
	
	

	
	
	Gas Industries Limited (GASCO).
	
	
	
	

	
	o
	Engineering Sub-Contractor: JP Kenny (A Wood Group Kenny business)
	



o Rumaitha/ Shanayel Facilities Phase-III Project of M/s. Abu Dhabi Company for onshore oil Operations (ADCO). 

o Design and Build for enabling works of Residential Complex for Employees of Governmental Companies and Agencies at Al Ruwais - Al Gharbia of M/s. 
Musanada. 

Job Description
: o Inward/ Outward Correspondence.

o
Managing and maintaining all types of Project Documents (Engineering, Vendors, QA/QC and Complementary Documents).

o Maintaining & Updating of Project Log Registers, EDDR & PDDR along with reporting of the same to Lead Planning Engineers to claim progress for invoicing. 

o Control of all internal & external Transmittals.

o Priming Project Letters appropriately.

o Arranges LOA & CCA by utilizing GASCO e-LOA Online Services. o Uploading/Maintaining Project data on FTP & Shared Server.

o
Provisions of Controlled/IFC Copies of latest approved document and drawings to the appropriate staff, Site, subcontractors and suppliers as applicable.

o
Successfully examined for Project internal/external Audits (Engineering, Procurement & Overall).

o Manage technical submissions of Letter, RFI and Transmittal submission as per COMPANY/Project Procedure. 
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	Job Title
	: o
	Document Controller/ IT Incharge

	
	Organization
	: o
	Integrated Subsea Engineering & Services LLC Sharjah, U.A.E.

	
	Duration
	: o
	December 01, 2009 to September 13, 2012.

	
	Assorted Projects
	: o
	DNO - RAK Petroleum - Provision of DP2-DSV, complete with Saturation

	
	
	
	Diving equipment & team for 12” PIPELINE REPAIR Project.

	
	
	o
	Provision of Work Class ROV Argus Mariner.

	
	
	: o
	Kito Enterprises - SP12 32” Pipeline Repair.

	
	
	: o
	SEWA - Inspection, cleaning, maintenance and reporting of seawater intake

	
	
	
	screen A and B at Khorfakkan & Screen 1 & 2 at Kalba.

	
	
	o
	Stop block placement & removal in front of and behind the coarse screen @

	
	
	
	sea water intake bay at Al Layyah Power Station. Marking & Installation of

	
	
	
	Flanges.

	
	
	: o
	FEWA - Inspection, cleaning, maintenance and reporting of seawater intake

	
	
	
	screen at Nakheel, Ajman, Al Zawrah, Galellah RO and MED Plant.

	
	
	o
	Removal, repair & reinstallation of 6(six) S/W intake screens at Ajman Power

	
	
	
	Plant.

	
	
	: o
	Gulmar Offshore - Pre commissioning audits & function checks of new built

	
	
	
	18 Men twin bell Sat System by DRASS on board MSV ‘GULMAR ATLANTIS’.

	
	Job Description
	: o
	Managing, Preparing & handling of Documents.

	
	
	o
	Coordinate daily workflow/tasks.

	
	
	o
	Create and maintain project specific procedures instructions and forms.

	
	
	o
	Instruct  new  team  members  on  procedures  and  provide  orientation

	
	
	
	documentation and support.

	
	
	o
	Create and run project reports as requested.

	
	
	o
	Attend various project and department meetings.

	
	
	o
	Create all Document Control coding.

	
	
	o
	Successfully examined for Company’s Audits (Internal/ External).

	
	
	o
	Managing & controlling of a-z IT Department (Network, Server, Client

	
	
	
	included).

	
	Job Title
	: o
	Office Assistant/ Computer Operator (Part Time)

	
	Organization
	: o
	Wings Computer College Chakwal, Pakistan.

	
	Duration
	: o
	August 07, 2006 to August 31, 2009.

	
	Job Description
	: o
	Stenography and Typing of all official documents.

	
	
	o
	Responsible for filing of all official documents.

	
	
	o
	Conducts all fax operations and handling postal, courier and correspondence.
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	o
	Ensure proper communication within the organization.

	Job Title
	: o
	Computer teacher Cum Lab In Charge

	Organization
	: o
	Swedish Institute of Technology Chakwal, Pakistan.

	Duration
	: o
	August 01, 2008 to September 05, 2009.

	Job Description
	: o
	Overall In-charge of Computer Lab.

	
	o
	Maintenance & troubleshooting of Computer Hardware/ Software.

	
	o
	Teaching as per the Course Outline.

	Job Title
	: o
	Computer Technician (Part Time)

	Organization
	: o
	Link dot Net Computer Services, Pakistan.

	Duration
	: o
	January 05, 2004 to June 28, 2006.

	Job Description
	: o
	Installation, maintenance, repairing and troubleshooting of Computers/

	
	
	Laptops.



EDUCATIONAL QUALIFICATION
· Associate’s Engineering Degree (± 13 Years) – Electronics From Punjab Board of Technical Education, Pakistan. 
· High School Certificate (± 10 Years) - Major in Science 
From Board of Intermediate & Secondary Education, Pakistan. 

ADDITIONAL CERTIFICATION

	S. No.
	Diploma/ Certificate
	Institute
	Affiliation
	Year
	

	1
	Computer Hardware
	Micro Computer
	Allama Iqbal Open University
	2003
	

	
	
	Professionals
	
	
	

	2
	Computer Operator
	Govt. Vocational Training
	Punjab Vocational Training
	2005
	

	
	/ Office Assistant
	Institute
	Council, Lahore
	
	

	
	
	
	
	
	

	3
	AutoCAD
	RSK Institute of Informatics
	Allama Iqbal Open University
	2005
	

	
	
	& Management
	
	
	

	
	
	
	
	
	

	4
	Graphics &
	Pak Aims Computer College
	Allama Iqbal Open University
	2007
	

	
	Designing
	
	
	
	

	
	
	
	
	
	

	5
	Computer Aided
	University of Engineering &
	NAVTC Govt. of Pakistan
	2009
	

	
	Drawing
	Technology
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SAFETY TRAINING COURSES
· First Aid and Basic Life Support certification from TÜV SÜD Middle East L.L.C. UAE. 
· Civil Defense Basic General Training Course from Government of Pakistan, Civil Defence Department. 

LANGUAGES SKILL
· English – Fluent. 
· Urdu & Punjabi – Fluent. 
· Arabic – Basic. 

CAPABILITIES
· Good communication and presentation skills. 
· Strong sense of dedication and commitment to duty. 
· Highly adaptable to different work environment and changes, patient and emphatic by nature. 
· Demonstrating a positive outlook and a ‘can-do’ attitude. 
· Ability to develop an effective working relationship with colleagues and affiliates at various levels with willingness to continuously acquire new competencies while accept new challenges. 

	
	
	PERSONAL DETAILS

	Date of Birth
	:
	January 01, 1986

	Nationality
	:
	Pakistani

	Date of Issue
	:
	05 March, 2014

	Date of Expiry
	:
	02 March, 2024

	Religion
	:
	Islam

	Gender
	:
	Male


DECLARATION
· I hereby declare that the details furnished above are true to the best of my knowledge and belief. 
Yours Faithfully,
[Ayyaz 
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