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C u r r i c u l u m  V i t a e 
Name :  Javed 
Al Nasser, Doha- Qatar
E-Mail: Javed.335218@2freemail.com 
Career Objectives:
To gain an opportunity in rich professionally managed organization, where my skill and attitude find a rewarding ground and value. This in turn should enable me to align the organizational goal and my career goals along a challenging trajectory of milestone value, poised to give me a progressive and sustained career path and lift.

	Academic Degree
	Year Completed
	        Name of Institution
	Country

	B.Com  -  Bachelor of Commerce
	2009
	VBS Purvanchal University- UP- India
	India

	Arabic Under Graduate
	2005
	Al-Jamiatul-Islamia-Tilkahna
	India  


	Area of Expertise 
	Document Controller
	Accounts Clerk, Data Entry, Archive
	General Admin, Coordinator
	Secretarial, Assistant, Customer Service 

	Software Experience 
	Aconex* 
	Smacc- accounts software
	JD Edward, Wrench 
	Auto Desk Constructware 


Work Experience: 

Company’s name                         FCC S.A. –FYAPJV- Red Line Metro- Qatar Rail

Client/Consultant/PMC              Qatar Rail/Louise Berger 

Company Involvement                Construction

Designation                                   Snr. Document Controller-Aconex 

Period of work
     June-2015 till Present 


Company’s name                         FCC S.A. - Lusail City Project (Bridges 4A & 6A)
Client/Consultant/PMC              Lusail City/Parsons/Dorsch Qatar 

Company Involvement                Construction

Designation                                   Document Controller - Aconex
Period of work
     April-2013 till June 2015


Company’s name                         Sky Oryx Joint Venture -NDIA (New Doha Int’l Airport)

Client/Consultant/PMC              NDIA/KEO
Company Involvement                Construction

Designation                                   Document Controller -Aconex
Period of work
     Aug-2012 to April 2013 
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Company’s name                           Eid Bin Mohd. Al Thani & Sons Cont. Co. (Qatar)
Client/Consultant/PMC                Arab Engineering Bureau 

Company Involvement                  Construction

Designation                                     Admin/Assistant Accountant (Gulf Mall Project)
Period of work
                               Nov-2010 to July 2012 


Company’s name

      BGP Arabia Co. Ltd. (Saudi Arabia)
Company Involvement                  Oil/Gas collaboration with Saudi Aramco                                         
Designation 

                  Assistant Accountant 
Period of work

                  18th July-2009 to 25th Sep 2010.                             

	Key Experience to the Project

	· Document management

· Data entry

· Secretarial tasks

· Archiving

· Document Control

· ISO 9001- Documentation 

· Compile/Combine

· Familiar with type of constructions document.

· ACONEX user

· Knowledge of Engineering discipline 

· Strong Written & Oral communication skill

· Vital records & business continuity

· Physical & electronic records management

· Distribution matrix & transmittals

· Sustaining compliance 

· Document flow record to all necessary construction parties.


General Duties: - Maintain documents/files - Maintaining Appropriate storage of hard and soft copy of documents - Accurate data entry of log registers to track file movement- Perform bulk scanning with accuracy- Maintaining Disposal Register (along with the Retention Period) - Status Reporting- Track incoming and outgoing file movement in the log- Registering the soft copy of documents (Scanned Documents / Records) and uploading them in the appropriate folder of the database.

Maintaining and managing all important documents either for a particular project or whole organization and assures that it is easily accessible and stored. Coordinating and examine related files to release blueprints, drawings, and engineering documents to construction and other operating departments. Managing a proper record and filling system that enables to track easily when required.
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Computer Courses:  
•
Proficient of MS-Office (Word, Excel, Power Point, Outlook) 

•
Hardware & Networking from Jet King Institute India

•
Accounting/Data Entry (SMACC) accounts writing software

•
Regular user of Internet

•
ACONEX Online Document Management Program
 Language Skills:

	Language 
	Adeptness 
	Proficiency Level

	Arabic 
	Verbal/Written/Typing
	Work

	English
	Verbal/Written/Typing
	Business Level- Fluent 

	Hindi, Urdu, Nepali 
	Verbal/Written/Typing
	Native 


Special Skills:

•
Young, Energetic & Self – Motivated

•
Decision taker

•
Effective Communication, Organizing and Presentation skills

•
Good Conversation Skill 

•
Independently capable of Maintaining and controlling all duties 

•
ISO Standard Documentation

•
Well known of Governmental Online Sites and PRO assistance work in Visa processing, 

                      Form Filling, Residential Permit and more other related works.

:
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Projects Involvement:
	Project Name
	Client
	Contractor
	Country
	Project Status

	Red Line South Elevated EAG- Qatar Rail * 
	Qatar Rail
	FYAP JV
	Qatar
	Ongoing*

	CP03-A3- Pedestrian Bridges 4A & 6A-Lusail City 
	LREDC-Qatar
	FCC-Petroserv JV
	Qatar
	Completed

	New Doha International Airport- CP-18
	Qatar Gov.
	SOJV-Qatar 
	Qatar
	Completed

	Gulf Mall Project (Al Gharrafa, Qatar)  
	BTC Company
	IDC-EBM
	Qatar
	Completed

	Crew 8619- (S-51)
	Saudi Aramco
	BGP Arabia Co. Ltd
	Saudi A.
	NA


Personal Details:
· Date of Birth


:
25th November 1985 AD
· Nationality


:
Nepalese
· Religion


: 
Islam

· Gender 


:
Male
· Marital Status

            :
Married
· Hobbies 


:
Reading, Internet, Cricket Playing/Watching. 
· Availability                               :           Immediate 
LinkedIn-:
https://www.linkedin.com/in/jawed-anwar-khan-06255328?trk=nav_responsive_tab_profile 
 Major Projects:
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           New Doha International Airport (CP-18) Qatar                         Pedestrian Bridges 4A & 6A at Lusail City- Qatar
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                   Gulf Mall – Al Gharraf- Qatar 
                                      Qatar Rail Project- Red Line South At Grade - Qatar
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