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Profile
A talented Secretary & Document Controller with huge experience in performing a variety of general office duties and providing Secretarial, Documentation support service for administrative functions.

sUMMARY  
	1
	Work Experiences
	1. Senior Document Controller and Administrator at Ascentis Group, Cidade de, Goa.

2. Sr. Document Controller and Site Secretary at Transgulf International Electro Mechanical WLL, Doha - Qatar

3. Sr. Document Controller and Executive Secretary at Sterling & Wilson Middle East LLC, Dubai - UAE.
4. Site Secretary and Document Controller at Al Naboodah Contracting LLC, Dubai – UAE.
	August 2016 to Present

March 2013 to July 2016

August 2010 to February 2013

June 2007 to July 2010

	2
	Achievements
	1. Involved in developing Process Procedure Manual including Process Flow Charts and Responsibility Matrixes for the M/s. Sterling and Wilson LLC, which leads to obtain ISO certification.

2. Proven ability to work with Top management.
3. Excellent ability to work under minimal supervision and prioritize work.
4. Profound knowledge of software programs such as Microsoft Word, Excel, Visio, Access, and PowerPoint. 
5.    Strong ability to work with a variety of people.
	

	3
	Educational Qualification
	Bachelor of Science (Honours) from Lalit Narayan Mithila University, Madhubani, Bihar, India.
Board of Intermediate from Osmania University, Hyderabad, AP, India.

S.S.C from Osmania University, Hyderabad, AP, India
Completed a certified course (C.E) from NIIT 

	


Details ON work experience

	Period
	Organization / Experience

	August 2016 to Present
	Company       : Ascentis Group, Cidade de Goa, Goa

Industry        :  Project Management Consultancy
Designation  :  Senior Document Controller and Administrator

· ASCENTIS, has built some of the most remarkable hotel references in India, Sri Lanka, and Bangladesh over the past ten years. Championing world-class professional project management standards.
· Reporting to Associate Director, Project Manager and Construction Manager.
·      Projects Handled 
· Cidade de Goa, Goa
Key Responsibilities 
1. Documentation Control drawings, tenders, reports & documents and its distribution.

2. Documentation transmittals, memos etc.

3. Maintaining proper Filing system for soft as well as hard copies.

4. Maintenance of employee records (leaves, night shift, allowances, expense claims, etc.) and co-ordination with HO (HR and Admin)

5. Daily office management tasks

6. Arrange and co-ordinate meetings, travel and events.

7. Using project management software (uploading, downloading of documents)

8. Word processing, editing and copying of all project related documents

9. Managing the office stationary and equipments and assisting the team for print outs.

10. Managing office petty cash and keeping track of expenses and balance.

	Period
	Organization/Experience

	March 2013  to July 2016
	Company     : Trans Gulf International Electro Mechanical WLL, Doha - Qatar.
Industry       : Construction/MEP

Designation : Sr. Document Controller and Site Secretary
· Transgulf International Electro Mechanical WLL is an Al Naboodah Group of Companies based in UAE & Qatar, ISO Certified, Grade A Electro-Mechanical Contracting Company, which executes multi-million projects all over Middle East countries. At present, company has its own presence in Qatar, UAE & Sri Lanka 
·  I’m based in Qatar and responsible for handling entire Site Administration, Documentation, Secretarial and Site Coordination.
·      Reporting to Operations Manager, Project Manager and Construction Manager & Commercial Manager.
·      Projects Handled 
· New Port project Doha, State of Qatar
· Musheireb Down Town Project- Doha, State of Qatar
Key Responsibilities 
Sr. Document Controller

11. Implementation of new improved methods of Document Controlling Management Systems to get clear picture, progress of project. 

12. Implementation of Document Numbering System and Submittal Formats along with the logs formats (Expressing clear picture of each document)

13. Implementation of effecting document controlling system and auditing on monthly basis.

14. Arranging the Distribution Matrix with Coordination of Operation Manager and Project Manager. 

15. Involved in interview process for new hires as well as training new employees. 

16. Ensure project is following current established procedures. 

17. Attend weekly projects meetings to highlight pending issues and to present the variance between planned & actual submissions status. 

18. Providing training to Document Controllers for EDMS (PM Web, Aconex, Proliance, DAMAS). 

19. Preparing & Maintaining the ORG Chart for Document Controllers of all sites and assigning the Job responsibilities to all Document Controllers with work flow chart.

20. Responsible to appraise all Document Controllers, based on their yearly progress.
Site Secretary

1. Prepare reports, memos, letters and other documents, using word processing, spreadsheet, database or power point presentation.
2. Prepare the correspondence addressing to Main Contractor / Sub contractors / Suppliers etc. including sending, receiving and routing of emails etc. preparation of purchase orders/ transmittals etc.

3. To coordinate with site office employees requirements from Head office and follow up on the requests rose from site office.

4. To submit the reports to Head office as and when required.

5. Support the engineers to prepare the material submittals, payment requests, material requirements etc. update and maintain the same in the file records.

6. To attend and reply the telephone calls

7. Maintain the site petty cash record and reimbursements for day to day site material, General purchase and pantry expenses. 

8. To plan and control the site vehicle for site requirements

9. To arrange the stationary / pantry items to the site office on regular basis

10. To schedule meetings whenever required and planned by the superior

11. Attend meetings to record minutes of meetings and circulate the same amongst the members of the meeting

12. Ensure all project documentation is controlled in accordance with the company’s procedures for document control.

13. To submit the documents to Main contractor / Consultant in an appropriate manner as and when required.

14. Maintain and Update the Material, Drawing tracking schedule, RFI logs, method statements logs, daily reports, payment certificates, payment logs regularly

15. Recording of incoming / outgoing correspondence and design documentation.

16. Create and Maintain filling system, ensure appropriate archiving of project documents.

17. Coordinate with consultants and contractors to send and receive various reports, drawings, submittals and other outstanding issues.

	March 2009 to
June 2010.
June 2007 to July 2010
	Company    :  Sterling and Wilson Middle East WLL (Dubai, UAE)
Industry      : Construction/MEP

Designation: Sr. Document Controller and Secretary.
· Sterling and Wilson Middle East LLC is a UAE based, ISO Certified, Grade A Electro-Mechanical Contracting Company, which executes multi-million projects all over Middle East countries. At present, company has its own presence in Qatar, UAE, Kuwait, Bahrain and KSA, 

·  I’m based in Dubai Head Office and responsible for handling Project Management Office (PMO) Document Controller and Secretary 
· Reporting to General Manager,  Technical Managers (Electrical, Mechanical) and QA/QC Manager
Key Responsibilities

Secretary
· Take dictation in order to draft correspondence to internal as well as external parties such business associates, vendors and directed mail to other staff members for their action. 

· Arranged for and scheduled appointments, including interviewing callers and making proper referrals; prepared material and made arrangements for meetings as required. 

· Establish and maintain computer records, including recruitment files and tests, general files and other information on sick leave, payroll and vacation pay; maintain confidential employee information and records. 

· Maintain appropriate log register for incoming & outgoing correspondence.
· Attend meetings to record minutes of meetings and circulate the same amongst the members of the meeting

· Receives material requisitions, Purchase / LOI order requests from various projects & obtain technical approval from engineering heads & forward to procurement department for processing of LOI / PO.

Sr. Document Controller 
· Preparing of Document Management Procedure as required by QA/QC manager at the time of internal audit and for easy tracking.

· Classification, sorting, filing, scanning, copying, archiving and retrieval of project, construction & engineering documents / drawings and emails. 

· Preparation of QMS (Quality Management System) documents as per                             ISO 9001:2008 requirements in the company as per QC Manager’s instructions.

· Prepare and update company Quality Policy, HSE policy, Process / Procedure Manual / Mapping, Prequalification documents, and various other company standardized formats in coordination with QA/QC Manager.

· Preparation of documents distribution and maintain acknowledgement track.

· Ensures all contractual & project correspondences are registered in incoming registers and stamped and uploaded to the EDMS in server 

· Coordinate with various projects for Monthly reports & Fortnightly reports & other reports as required.

· Assist Design & Engineering team.

Company    :  Al Naboodah Contracting LLC (Dubai, UAE)

Industry      : Construction/Civil

Designation: Site Secretary and Document Controller
· Al Naboodah Contracting LLC is a UAE based, ISO Certified, Grade A Civil Contracting Company, which executes multi-million projects all over Middle East countries. At present, company has its own presence in Qatar, UAE, Kuwait, Bahrain and KSA, 

· Reporting to Project Manager, Construction Manager and Commercial Manager.

·      Projects Handled 
· Sienna Lakes Construction of Luxury 68 -Villa at Jumeriah Golf Estate Dubai, UAE.

· Lime Tree Valley Construction of Luxury 79 -Villa at Jumeriah Golf Estate Dubai, UAE.

· Harvard Medical School, Dubai, UAE.

· Construction of Al-Marsa Tower – 53 Floors (Emirates Marina Hotel) at Dubai Marina.
Key Responsibilities

· Typing Memo’s, correspondence letter to the client, consultant, subcontractors, and supplies & enquires.

· Handling all kinds of documents in the field of engineering and construction. Safekeeping and maintenance of project document. 

· Maintaining incoming and outgoing register as required by QA/QC manager at the time of internal audit and for easy tracking.

· Classification, sorting, filing, scanning, copying, archiving and retrieval of project, construction & engineering documents/drawings and emails. 

· Electronic Data Management System (EDMS) updating. 

· Receiving & distributing incoming and outgoing documents, correspondence and mails. 

· Incoming and outgoing document maintaining appropriate records and registers for follow-up and control. 

· Receiving the correspondences, technical documents, drawings, reports, etc. obtains signatures of recipients where required. 

· Ensure proper implementation of the company's quality policy & procedure to document managing. 

· Receiving the Correspondence, technical documents, drawings, operation & maintenance manual, training manual and as built drawing & documents from Designing & Engineering department. 

· Preparation of the transmittal sheet and submit to the client & sub-contractors by hard copy & soft copy. 

· Preparation of Request for Information, Highlighting in drawings as per request. 

· Weekly site recourse data receiving from sub-contractors and send to client and head office by email. 

· Collect the weekly safety walk inspection report from Safety Officer and then submit to the client, sub-contractors & site manager.

· Preparing Weekly, Bi-Weekly  & Monthly Reports 
· Arranging Appointments & Meetings




Personal Information

	Full Name
	:
	J. Swamy

	Sex
	:
	Male

	Marital Status
	:
	Married

	Nationality
	:
	Indian



Referees

References will be furnished upon request.


I confirm that the above-mentioned particulars are true and accurate to the best of my knowledge and that I have not meant any intentional mistakes.
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