	Faarid 
	

	Faarid.334185@2freemail.com
OBJECTIVE

Work in an environment that challenges me to continue learning, at the same time be able to help and learn as much as I can from my peers.  To create a workspace that is continual growth with opportunities for advancements. 
PERSONAL SUMMARY

An ability to establish and maintain an effective filing and archiving system for paper documents and electronic documents and files in accordance with company and archiving procedures etc. 

Easy going by nature and able to get along with both work colleagues and senior managers, currently looking for a suitable document controller position.

EXPERIENCES:
Service Coordinator   Feb 2015   -    Upto 7 Oct 2016 
Al Mazroui Medical and Chemical Supply Company

Al AIN - Abu Dhabi – UAE 
 I was working with Al Mazroui Medical & Chemical Supplies as a Service Coordinator. I coordinate all activities related to the administrative affairs, and more such as submission quotation to our respected customers, also to keep various connections through electronic media regarding business affairs, to prepare many reports related to ongoing projects.  Approaching respected customer for payment reminders etc. Internal and external connection between departments for business dealings.  Attending customers on phone or in person, corresponding, faxing, telephoning, emailing,  and filing etc. 
Site Secretary   Feb 2013 – Feb 2015
LIWA Contracting & General Maintenance
Al AIN - Abu Dhabi – UAE 
I have worked with LIWA Contracting & General Maintenance, where I used to coordinate all activities related to the Document Control procedure, including technical documents, drawings, and commercial 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.  Typing 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 updated records 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. Maintaining the files and control logs as required by the project. Maintaining bills of materials, logging invoices for shipping and receiving requirements. Follow the flow of documents to ensure, or control, their route and proper handling. Lost or misfiled documents can cause problems in accounting, inventory, compliance matters and project details. Examine all documents to ensure their accuracy. 
Data Control Officer                             Nov 1998 – Jan 2013 
K-Electric 
Karachi - Pakistan

Job description as performed in K-Electric, receives documents from office and field personnel which contain information to be entered into a computerized record or database.  Operates a computer workstation to select the appropriate data entry screen or template necessary for transfer of data from field documents to the computer.  Follows prescribed procedures to assure that data has entered accurately and without keypunch error. Performs required database backup procedures following each work session.  Upon completion of each data entry session, returns original documents to originator or to appropriate file, as directed. Performs database query operations and produces printed reports in accordance with periodic schedules and at other times as requested by appropriate authority. Observes all data security measure in accordance with published policies and procedures, and protects his work station from unauthorized access or use. Performs such other duties as may be directed, experience of SAP (Material Management), Master and Vendor Record, Purchasing Information Record, Float Purchasing Requisition, Issue Request for Quotation, Create Purchase Order, Issue Good Receipt Note & Carryout Invoice verification, Purchasing, Procurement, Project Management, Possess technical lead experience, Ability to solve complex business issues.
EDUCATION

Bachelor of Arts,                                                                                        1993
Faculty of Arts



University Of Karachi - Pakistan 
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AREAS OF EXPERTISE

Document management

Data entry

Office IT skills

Secretarial tasks

Archiving

Document Control

Excellent analytical and conceptual skills.

Can quickly adapt to the environment of large corporations as well as small companies.

Powers of persuasion.

Can work in global and virtual project environment.

Focused and dedicated on success.

Strong client facing and excellent communication skills.
      Technical Skills
MS Office: Word, Excel, Power Point

SAP (MM):  Material Management      (Certification)

AutoCAD:  Certification 
Adobe Creative Suite:  Adobe Acrobat, Photoshop
Typing Speed:   50WPM (English) Num & Words

Safety:

Attended many workshops in 

K-Electric regarding Safety 

Tool Box Talk, Fire Fighting etc.

Misc. Certification from (online) Udemy

Languages:

Urdu (Native)

English

Arabic




