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Curriculum Vitae
MUZAMMIL 
DOCUMENT CONTROLLER
Career Objective:
To perform in a competitive professional environment, exercise expertise gained through experience, acquire additional knowledge/methods to achieve the goals, grow with the organization and prove to be an asset for its effective functioning.
Highlights:
· I am a Document controller with 16 years of total experience which includes 9 years of clerical work experience in a private firm in India and 7 years of Document Controlling experience for Oil & Gas, Petrochemical Plant Projects in Qatar and UAE.
· Basically I hold Diploma in Pharmacy - Completed in 1988.
–
· I am an Advanced Microsoft Office and Windows XP & Windows 7 User.
· I am a Hard & Smart Worker.
· I am capable of working under pressure.
Professional Experience:

	Projects Involved In
	Designation
	Company
	Location
	Duration

	SONATRACH Spa - Execution of Gas Compression and Reinjection station, Algeria
	Document Controller
	L.L.C
	ABU-DHABI
	From 
October 25th 2014 To 

Till Date

	AL HOSN GAS - Shah Gas Development Project (SGD)
	Document Controller

ENG. & CONST
	L.L.C
	ABU-DHABI
	From 
January 6th 2012
To
October 20th 2014

	Qatar Gas Project, Dolphin Project, QCHEM Project, QP Project, QAFCO Project
	Document Controller
	QCON
	QATAR
	From 
September 2007
To
December 2011

	Civil Infrastructure project
	Technical Clerk
	J.S.S Engineering & Construction company
	INDIA
	From 
November 1998
To
July 2007


Roles & Responsibility Handled as Document Controller:
· All incoming document like letters/faxes/MOMs/Site instruction received through PDs secretary. Responsible for maintain “Electronic Document numbers Register”, and give unique reference number, put date of received stamp and distribution stamps.
· Establish Engineering Document Deliverable Register (EDDR), based on respective lead engineer input & acceptance. Submitting all deliverables for IDC, IFR, IFA and IFC to client with transmittal. 

· Distributing the approved documents to all Control Copy Holders as per “Document Distribution Matrix” and updating the Document Registers and maintain in common Document Share folder. 
· Making sure that all documents (Project drawings, specifications, Procedures, data sheets) are logged segregated as per area / discipline and distributed correctly, scan originals, safekeeping original Documents in proper filling and updated on data base.

· Responsible for maintenance and control of all the project Documents/Drawing till end of project, project document, and Vendor Document as well as QA/QC department. Proper distribution of Document/Drawing to related person or deportment to use control copy stamps.

· Generating and Controlling all QA/QC Procedure/Plans/Method statements/forms used in Project.

· Maintain Master list of all documents and updating on monthly basis.

· Generating the reports Weekly and Monthly basis and distributes them to the concerns departments

· Preparing final dossiers, and handed over to client.
Education / Qualification:-
· Diploma in Pharmacy – Farooqia College of pharmacy – 1988 II Div.
· 10th +2 P.U.C – P.C.M.B(Intermediate) from Karnataka .Board in 1986 with II Div. 

· 10th from Karnataka. Board in 1984 with II Div.
Computer Literacy:-
· Advanced user of Microsoft Office - MS Word, MS Excel, MS Power Point.

· Well knowledge operating Windows XP, Windows 7.
· Well versed with Fax, Telex, E-Mail / Internet., Speed Minimum of 45WPM
· Well knowledge operating EDMS (Electronic Document Management System) 
· EDM systems such as WRENCH (Electronic Document Monitoring & Management System), Knowledge of ACONEX
Declaration:
I hereby declare that all the details furnished above are true to the best of my knowledge and belief.
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