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 Rashid
Objective:
I would like to take an opportunity to submit my resume for the post of

“ Document Controller &Any Suitable Job” in your esteemed organization. Here I am enclosing my resume , describing all my theoretical and practical capabilities which would be an asset to your organization.

I possess a cheerful positive attitude well evolved interpersonal skills 

and a genuine belief in delivering exceptional quality service first time every time 

I enjoy the challenge of autonomous responsibilities

                Further to improve the business of  your organization, I trust my qualification and experience  will meet your requirements, and I look forward to

an opportunity to work with  you.

Expecting favorable response from your end

Thanking you anticipation

Your Truly,

Educational Qualification
DHMS Medical ( Homeopathy )

Graduation in 1997 with 2nd grade

Intermediate in 1993 with 2nd grade

Matriculate in 1990 with 2nd grade

Certificate of attainment in English from University

Of  Wollongong (Australia)  in Dubai UAE
Having very good experience in typing (40 Words Min)

Holding valid Light Duty Driving License Dubai U A E 
Computer proficiency -MS office application, SAP package, FSI Software , Oracle
Worked Experiences.
Organization 

: Office Dubai UAE
Position at Present 
:   Document Controller2008To Till Date)
Organization

:OfficeDubaiUAE
Worked As:Call Centre Agent2001To2008
Main FunctionsOf Document Control
Coordinate all activities related to the Document Control procedure, including technical documents, drawings, and commercial & all others 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. 

Recording 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 &update record 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. 

Responsibilities & Duties

Receiving & verify all documents with attachments, Like Submittals, Letters,
Job Instructions,  Inspection Requests, Samples, Memorandums, Minutes Of   Meetings, Request for Defect Liability Certificates, Taking Over Certificates
           Decision Requests, Drawings, Facsimiles , Invoices , Manuals, Facility Requests
            Handing Over Documents, As Built Drawings, Shop Drawings,LRIs,Technical 

            Submittals, Manuals, Work Orders, All Type Of Project Documents
Logging  documents. (SAP DMS& Oracle)
Putting the registration number on the documents.

Data Analysis 
Enter accurate data in the software application (SAP & Oracle)
Scanning and distribute the document thru SAP , E Mail, InternetOr By Manually to the concerned persons & departments and receiving the acknowledgement.
Update the Acknowledgement in the system (Oracle & SAP)

Follow up with the suppliers.
Placing the processed documents copy in the appropriate folder in T drive.

Logging samples & forwarding to concerned engineer or  person for approval.

Filling the hard copies in the filing room

Checking all the supporting documents

Making the reports

Answer the quarries about the documents

Providing the hard copies as per requests

Preparing the file folders as per the documents

Fax document to the out side contractors.
Calling  company representatives to collect the original documents

Receiving the acknowledgement  from the out side companies representatives

when they are receiving the original documents.

Updating the acknowledgements in the system

Preparing the All Report Relating to the Project with coordination of Project Managers
Performing  duties as directed by Head of section.
Labeling  the document title and codes. 
Prepare, maintain & archiving of all Contracts Documents.
Scanned & recorded all the outgoing letters to the Clients, Contractors, Suppliers.
Coordinating all type of managerial assignments as a part of administration. 
Maintain current drawing sets for engineers and architects and ensure superseded drawings identified and filed.  
Communicate to interact effectively with co-workers, superiors, subordinates and the general public, sufficient to convey 
Representing the documentation function internally & externally as required.

Operating as a working documentation controller and being the key co-ordination interface between documentation control and the site operations
Main FunctionsOf Call Centre Agent
Attends breakdown calls from various facilities and forward the requeststo the concerned persons/departments.
Logs all maintenance and generate work orders. Details of the complaint 
are entered into the computer (FSI Concept 500& SAP Software) and printed out 
on to the Call Centre Work Order Form (DWO)
Priority of calls based on the below mentioned parameters:
Critical requests  and emergency breakdowns from the various facilities
Normal requests from the facilities and non urgent works.
Duties and Responsibilities
Accepts   all maintenance requests / complaints from facilities through phone, 
Fax, e-mail requests etc.
Identifies the facilities.

Collects accurate and detailed  information.

Logs all maintenance calls / requests in Concept System by supplying and 
 Identifying the following information:
 Name of the Reporter

Phone/  Contact Number.

Name of the Building (Facility)

Contract type
Category Type

Discipline type

Problem description and other details

Locations

Priority Type

Work Type (Demand Work, Small Works or Other works)

Caller Source (E – mail, Fax, Internet, Telephone or verbal request)

Assigned Person/ Section

 The work orders printing on to a Call Centre Work Order Form (WO) and 

distributing to the concerned Charge hands, Engineers or other Departments.
  Informing through phone The concerned Foreman, Charge hands, Engineers

and other departments.
Providing the Work Order numbers/ assigned persons to the requesters for

tracking purpose.
 WO together with facility request, which requires huge works or need to be attended

by other division, given to the secretary for letter preparation before forwarding to the

concerned department
 Once the work is completed WO form is returned to the Call Centre and status of the WO is updating in the system.
 Conforming that the completed WO forms have signed by the customer and Foremanand the Foreman to assure the work has been completed
 Filling the  completed Work Order forms after updating in the system.
 Preparing Outstanding Works Report on a weekly basis and forward to the concerned Foreman, Charge hand and Engineers, for follow up and feedback
 Follow up the Foreman, Charge hand and Engineers regarding pending works or work not  attending.
 Collecting  the feed back from assigned persons and updates in the database with the current job status
 Generating Reports by utilizing Concept System according to the request of the Engineer and supervisor.
 Logs the Daily Maintenance Works Done by on site technicians, plumbers, Electricians in certain facilities
Complies Fax requests, Outstanding Works Reports with feedback and other documents.
 Making separate folders for the  pending works.
Once the confirmation notice through e – mail, fax, or verbal conversation 

has been received from the other department declaring the completion of works

     WO from the pending folders are taken out, updated  the system then filed to the 

     Completed folder 

 Continuously updating the Concept System particularly the concept person contact

numbers, facilities etc.
Other Experience 
Worked as supervisor in NRX currier company ( pvt ) Pakistan
Worked as Medical Representative Pakistan
Worked as Medical SalesmanPakistan
Driving License
: Holder of valid U.A.E driving license no 3(light vehicle)
PERSONAL STRENGTHS 

Hard Working, Positive thinking, Dedicated and Willingness to learn.
Having quality to finishing tasks on time Sincere towards work and Honest

Personal Details

Name 


: 
Muhammed Rashid

Date of Birth


: 
03.03.1972
Nationality 


: 
Pakistani 
Languages known
:
English          – to write / speak / read 

Arabic           – to write / speaking slow / read







Hindi
– to write / speak / read



Urdu               – to write / speak / read

Punjabi          – to write / speak / read 
Visa Status 


: 
Employment. (Release available)
I hereby certify that the above information is true and complete to the best of my knowledge.
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