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MIRZA 
“Sr. Controller Document/Accounts Assistant”

Email: MIRZA.338981@2freemail.com 

SYNOPSIS

An incisive professional with over 20 years of rich experience in Electronic Document Management System, Knowledge of effective document management,  operations, planning & co-ordination with excellent communication, interpersonal and administrative skills. Joined Saudi Oger Ltd. Riyadh, KSA as a ‘Senior Document Controller’.
Expertise in Electronic Document Management System & Administration, activities involving training of document control team, and all Administration activities.

OBJECTIVE

Seeking assignments in Electronic Document Management System (EDMS) with organization of repute.

ACADEMIA
Bachelor of Commerce, Osmania University, Hyd (India)
Diploma in English Typewriting Higher Grade, Hyd (India)

Diploma in Accounting Packages, IT Processing & Data Entry, Hyd (India)

IT LITERACY


Well Familiar  with Windows XP, MS-Dos, MS-Office 2000, MS Outlook, Acrobat Exchange / Internet Explorer 5.0, Scanning & Plotting
EDMS LITERACY
Primavera Contract Management

Document Tracking System (DTS) - DTS for Al Habtoor Engineering Enterprises Co. L.L.C. Dubai, U.A.E. (Super User Rights)
Aconex Software for Document Management System
TRAINING

Safety Induction - In house training for HSE (Al Habtoor Engg., Dubai UAE)

SUMMARY OF EXPERIENCE:
Saudi Oger Ltd, Riyadh Kingdom of Saudi Arabia (Aug 2013 to Oct 2016)

Ithra Project, Saudi Aramco Dhahran, King Abdul Aziz Center 

For World Culture (KACWC), Dhahran Since Aug 2014 to Oct 2016.
WAQF Hotel Projects, Medina, KSA Since Aug 2013 to Aug 2014.

Client: KAWP (Gov of Saudi) Consultant: Omrania & Associates.

Habtoor Leighton Group L.L.C. Dubai, UAE (June 2005 to April 2013)
Al Habtoor Engineering is UAE based multinational well know civil construction company in Gulf region which is famous for high-rise buildings & airport construction projects in UAE, Qatar & UK.

Projects

Jumeirah Beach Residence Sector – 04, Site 583 (Cost – 1.07 Billion Dhs)

· Construction of Eight Residential Towers + One Hotel Tower

· Client: Dubai Properties

· Consultant: Arif & Bintoak
· June 2005 to May 2006, Dubai UAE

Business Bay Executive Towers – Site 592 (Cost – 2 Billion Dhs)
· Construction of Eleven Residential Towers + One Hotel Tower

· Client: Dubai Properties

· Consultant: DAR
· June 2006 to Dec 2010 Dubai UAE
Daman High Rise Towers: Residential/Commercial (Cost 9 Million Dhs)

· Construction of Residential Tower, Office Building + One Hotel Tower
· Client : DAMAN

· Consultant : Arif & Bintoak

· Jan 2011 to April 2013

JASH Technical Services Ltd, Riyadh KSA (1996 to 2005) 
Joined Jash Co. Riyadh, KSA (Maintenance of Air Base/National Guard Operation and Maintenance Company etc.)

Worked as a Trainee, General Typist One Month June 1996 @ Jash Head Office Bldg, Riyadh, KSA.
Worked as a Office Assistant, at Tabuk (Olaya Compound, Air Base Project) Since July 1996 to Dec 1996.

Worked as a Transport Dept Assistant, at Taif (National Guard Project), Dec 1996 to Dec 1997.

Worked as a Personal Assistant/Telephone Operator, at Dammam (Dhahran Air Base Project) Dec 1997 to Sept 1999.

Worked as a General Typist, at Management Office, Riyadh Sept 1999 to March 2003.

Worked as a Accounts Assistant, at Jeddah (Air Base Project, Jeddah/Khamis Mushyat) 

March 2003 to Dec 2004.   

AREAS OF EXPERTISE

· Primavera Contract Management software for all the incoming and outgoing correspondences and technical document from Client and Consultant.

· Organizes and maintains the project document control system to strict document control standards and client requirements up to final documentation.

· Provide resources as required to Projects and ensuring a high quality of work performance from the Document Control Staff.

· Maintains the project filing system, performs archiving procedure during project close-out.
· Implements QA functions such as non-technical checking, ensures that deliverables undergo the appropriate technical checking functions, and maintains accurate revision control.

· Allocating storage locations and generating corresponding control blocks for active documents in response to requests from active tasks
· Audits control documents and reports

· Operates the Document Control Department within the allocated budget for each project.

· Conducts staff meeting as required to monitor and control work loads, adherence  to schedules, quality of work and overall efficiency of the Department

· Effectively develop, implement and monitor a Quality System, EDMS, Team Building, planning and implementation.
Accounts Duties & Responsibilities:

· Preparing Expenses Reports

· Maintaining Petty Cash Book

· Maintaining Cash & Credit Receipts

· Maintaining Cash & Credit Payments

· Updating & Preparing Monthly Attendance

· Monitoring e-mails

· Making Travelling Arrangements

· Responsible for Calendar Management Using Outlook

· Entering Employees Vacation Casual Leaves

· Ensuring proper handover and takeover responsibilities/issuing Clearance forms
· Taking Care of Joining Formalities of Employees
KEY SKILLS

· Ability to effectively prioritize tasks and manage a full support

· Ability to adapt quickly to ideas, methods and environment

· Ability to communicate with people of all levels and backgrounds

· Ability at working with limited supervision and consistently demonstrate initiative

· Good team player with excellent organization and motivation skills

· Ability to perform consistently under pressure and in varied environment

· Develop and maintain positive working relationships with colleagues
ACHIEVEMENTS:
1. Successfully introduced Document Management system to the project.
2. Successfully executed the document control function for Business Bay Project, which included deliverable scheduling using Document Control Software and Primavera. The task was completed under budget and ahead of time.

3. Achieved goal of bringing about heightened recognition of the benefits of document control.

Personnel Details

Date of Birth




:
01-10-1972


Nationality




:
Indian
Marital Status




:
Married
Language Known



:
English,Arabic,Urdu,Hindi&Telugu
Saudi Driving License (Light Vehicle)

:
Expire 07-05-2024
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