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SAVINUS 
Executive Secretary/PA/Admin/Doc.Controller
A highly equipped Secretary/PA/Administrator/Document Controller with experience in performing a variety of administrative and staff support duties for a specified department, which require a range of knowledge and skills of organizational procedures and policies; directing and assisting visitors, and resolving administrative problems and inquiries; composing, editing, and proofreading correspondence and reports, and preparing a range of administrative documents. 
Work With:
COMPANY 

: Riyadh Al Dana Contracting. 

DEPARTMENT

: Operations Dept.
DESIGNATION

: Secretary/PA/Administrator/Document Controller
DURATION

: 2014 – 2016(2 years)
COMPANY 

: Saudi Aramco Oil Company 

PROJECT 

: Upgrade Waste Water Treatment Facility (Eastern Region- KSA)

DEPARTMENT

: Project Management Team
DESIGNATION

: Secretary/ Admin/ Document Controller

DURATION

: 2008 – 2014 (6 years)

COMPANY 

: Saudi Aramco Oil Company 

PROJECT 

: Two Grade of Gasoline Project (Central Region- KSA)

DEPARTMENT

: Project Management Team
DESIGNATION

: Secretary / Lead Document Controller 

DURATION

: 2007 – 2008 (1 Year)

COMPANY 

: SAAD Specialist Hospital, KSA

DESIGNATION

: Secretary / Administrator
DURATION

: 2001 – 2005 (4 Years)

Duties and Responsible: Secretary/PA/Administrator
· Service-focused, technically skilled and hardworking office support professional with 10 years of experience Secretary/PA/Administrator.
· Advanced skills in MS Office Suite (Word, Excel, PowerPoint and Outlook); ability to learn new computer programs quickly.

· Expert interpersonal and communication skills known for tactful handling of, confidential issues.

· Experienced in timely complete of polished, executive level reports and presentations.

· Reputation for dependability, honesty, dedication and enthusiasm provide premium service to both internal and external customers.
· Excellent ability to gather analyzes statistical data and generates reports.
· Type routing letters and memos from general instruction.
· Type confidential letters and reports as per the Operation Manager’s instructions.
· Attend all incoming and outgoing calls.

· Respond to all incoming and outgoing emails.

· Maintain Operation manager’s event calendar.

· Pro-found ability to transcribe and record meeting minutes.

· Maintain vehicle mechanical complaints record book and inform to appropriate in charge. 
· Pro-found database management skills.

· Ability to communicate in English effectively, both orally and in writing.

· Complete knowledge of supplies, equipments and services ordering and inventory control.

· Exceptional record maintenance skills.

· In-depth receptionist skills.

· Deep Ability to compile information and prepare reports.

· Excellent coordinating skills.

· Immense ability to schedule appointments and maintain calendars.

· Remarkable word processing and data entry skills.

· Excellent ability to make administrative/procedural decisions and judgments.

· Strong ability to compose and edit already written materials.

· Tracking all crew movements, ensuring that all regulations are adhered to and that correspondence is maintained between the various parties requiring the transport and transfer of crew.

· Achieved superior marks on client evaluations and repeatedly offered full-time positions at the culmination of temporary contracts
Duties and Responsible: Document Controller.
· Exposure in Engineering design office, experience in leading group of Document Controllers, managing Nine Sites Document Control team Eastern and Central Region of Saudi Arabia, in addition to the execution of my own document control duties.

· Design and development of advanced project document control system for the business.

· Responsible for maintenance and continual improvement of Document Control Management System as per ISO Standard. Monitor the document control requirements on an ongoing basis so as to make recommendations for any improvements in the system if necessary.

· Daily routine activities of Document Control, including distribution of documents, maintaining electronic folders and directories, tracking and retrieval of documents and drawings.
· Record of Drawings , Method Statement , Material Submittals , Sample Submittals , RFIs , RRFIs , NCRs , Contracts, PMCC , Payment Certificates, Documents of Civil , Mechanical , Instrumentation, Electrical, Piping, Structural Documents, Drawings, Specifications, Calculation Sheets and Data Sheets, Progress Reports, Survey Reports, Soil Investigation Reports etc.

· Maintain registers of all receipts and issues or submissions of documents and correspondence.

· Expedite the return of documents and approvals or comments within the required time period from internal and external parties to whom they have been issued or distributed.

· Ensure the effective running of the day-to-day operations of the document center.

· Hands on experience in identifying, sorting of Engineering Documents and drawings (Electrical & Instrumentation drawings, plot plans, details, loop drawings, data sheets, standards, isometrics, manuals etc.

· Ability to plan, organize, lead and coordinate the Document Control function within our multidisciplinary Engineering group, in order to meet the needs of the projects, proposals and Company’s quality requirements and timely deadlines (milestones).

· Register, log, distribute, track, issue, maintain and control office and site project documents and drawings.

· Coordinate the activities of Document Control, including distribution of documents, tracking and reporting on document review progress.
· Assist with the implementation, management and administration of the electronic document management system (EDMS/E-Cabinet).
· Ensure that Project Team and contractors comply with the document management system process and procedures.

· Work closely and liaise with contractors’ document control group in all matters relating to document control.

· Receiving and distributing all documents. Preparation transmittal sheets for Inspection Requests, Material & Shop drawing submittals and Filing etc.
· To ensure compliance with quality assurance requirements at all time.

· Receive and distribute project documents and drawings based on the Document Distribution Matrix to the right department and right person (action parties) as per agreed procedure after Project Manager’s Review.

· Receive, record, log, scan and distribute all project documents, shop drawings and other submittals.

· Ensure the correct stamping all documents or drawings in accordance with the prevailing document control procedures.
· To maintain the record of all controlled documentation – issue, status and location.

· Scan and store the approved shop drawings in the database so that the project team can access.

· Document distribution by Transmittal System as per Document distribution Matrix for Hard copy and Electronic Document Transfer.

· Maintain record and control the engineering library of relevant procedures, codes & standards, specifications and reference documents, contract documents, within the secure document control area.

· Maintains and controls filing system for Engineering Discipline (Mechanical, Civil, Electrical, Instrumentation, Piping, Structural and etc.), Construction documents, Requisitions, Purchase orders, Invoices, etc.

· Ensure that all documents are issued with the transmittal system.
· To maintain accurate record of the receipt and issue of transmittals.

· Tracking of documents and drawings in accordance with the approved procedures.
· Prepare reproduction of documents if needed.
· Advanced skills in MS Office Suite (Word, Excel, PowerPoint and Outlook); ability to learn new computer programs quickly.

· Type routing letters and memos from general instruction.
· Type letters and reports as per the Lead project engineer’s instruction.

Skills:
· Diploma in Microsoft Windows based software package incorporation work, Excel, Ms Word, PowerPoint, Windows Vista, Windows XP, and latest windows.

· Trouble shooting of computer hardware and loading software.

· Internet & e-mail. 

· Good practicing of EDMS procedures.

· Have considerable work experience in computerized environment with sufficient scope to interact with a strong client base. Ability to learn new computer programs quickly.

· Team player and with good communication skills.

· Trustworthy, reliable and honest.

· Be able to work unsupervised and under pressure.

· Positive attitude and proactive.

· Flexible in any unexpected urgent job received.

School Attended

: ST’BENEDICT’S COLLEGE – COLOMBO-13,




   
  Srilanka

Education Background
: GCE O/L EXAM – in 1996




  
  GCE A/L EXAM – in 1999 -Commerce
Academic Qualification
: DIPLOMA IN PRACTICAL ENGLISH




   
  DIPLOMA IN COMPUTER STUDIES   
Date of Birth

: 29th June 1979

Marital Status

: Married

Nationality 

: Srilankan 

P

Current Residence 
: UAE (Visit Visa)
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