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Sunil 

Senior Document Controller


E: sunil. Sunil.338846@2freemail.com 
	 AREAS OF EXPERTISE 

Document Control 

Office procedures 

MS Office applications 

Office management 

Writing correspondence 

Typing & word-processing 

Decision making 

Ability to prioritize
CAREER STATEMENT 

“I feel that my greatest strengths are firstly my willingness to take responsibility for all the document control duties within an office. Secondly my skill at working efficiently as part of a team, and forming solid personal bonds with other staff members, and thirdly my desire to work with existing management teams on any ad hoc tasks.” 

Sunil 
PERSONAL SKILLS 

Service orientated 

Responsiveness

Leadership skills

Professional judgment 

Problem solving 

Decision making 

Energetic 

Self-control 

Excellent communicator 

Tactful & articulate 

Well organized
PROFESSIONAL 

Fire Warden Certificate

OTHER LANGUAGES
Hindi 

Malayalam 

Tamil
DRIVING LICENCES

Possess valid LV driving licences issued from UAE   & 
India 
	PERSONAL SUMMARY

A team player who is focused on performance as well as results, and who is able to provide an accurate and efficient administrative/document control services to all staff within an office environment. Sunil possesses a strong background in document control along with experience of working in a fast paced and pressurized environment. He has a real drive to grow his career within your industry, and is greatly excited at the possibility of working for your company. On top of all he demonstrates great professionalism and manners. Right now he is looking to work for a suitable company where there is a lively environment that provides a platform for him to serve better. 



	
	CAREER HISTORY

Possess a total working experience of 19 years, 17 years in the UAE.
Wade Adams Contracting LLC, Dubai 
Senior Document Controller April 2003- June 2016
Responsible for all the document control processes within the Construction Projects Office, as well as providing general secretarial support to enable the smooth and effective running of the office. 

Duties
· Following standardized company procedures relating to all aspects of Document Control. 

· Overview of Document Management System and supervision of Document Control team.
· Maintaining and updating the log registers for incoming and outgoing documents and records as well as maintain the issue status of documents.
· Maintain records of engineering documents and drawings in hard copies and electronic files and monitor the revisions and approval status thereof.

· Document management through Electronic Data Management Systems (Aconex & IBM Notes).
· Ensure compliance with the Communication/submittal Protocols of Client, Consultants, Service Authorities etc.

· Implement the internal and external audit recommendations 

· Provide guidance to Document Controllers and resolving procedural difficulties in coordination with all concerned

· Managing the total distribution of documents and drawings, control of documents and records  and maintaining electronic directories

· 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.Control of total filing and archiving system

· Hands on experience in identifying, sorting of Engineering Documents and drawings (Construction drawings, plot plans, details, data sheets, standards,  manuals etc.) as per ISO 9001:2008 Quality Management System, EDMS & QMS.

· Review incoming correspondences and prepare replies independently

· Coordinate and follow up with other departments (Finance, Planning, Estimation, HR, Audit, Quality, Safety, Transport, Workshop, Stores etc.) of the company.
Al Swiss Insulation Company LLC, Sharjah
SECRETARY/DOCUMENT CONTROLLER            April 1999- August 2002
Provided Secretarial/Document Control services to the corporate office.
Duties
· Attending and screening incoming calls

· Prepare and maintain logs and registers for incoming & outgoing documents etc.

· Review incoming correspondences and prepare replies independently

· Distributing, filing & archiving of documents in compliance with ISO procedures

· Inter-departmental communications as well as communication with suppliers, clients, government departments etc.

· Collating timesheets, calculating hours & producing information to forward to payroll organization
IT Training Company – Beta Computer Site, Kottayam, India 
SOFTWARE TRAINER / PROGRAMMER            

Sep 1998 – Feb 1999    & Apr 1997 to April 1998

Indian Centre for Humanitarian Laws and Research, NOIDA, India 
COMPUTER PROGRAMMER /OPERATOR           

Sep 1998 – Feb 1999    & Apr 1997 to April 1998



	PERSONAL DETAILS 

Date of Birth – 10-05-1975
Marital Status: Married

Nationality: Indian


	ACADEMIC QUALIFICATIONS

· Bachelor of Science Degree (BSc.) from Mahatma Gandhi University, India. (first class)

· Post Graduate Diploma in Computer Applications (PGDCA) from St. Joseph’s Training Centre, Kottayam, India 

· Office Management Course (under Canada India Institutional Co-operational Project), from Government Polytechnic, Kottayam, Kerala, India (first class)

REFERENCES: Available on request
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