To, 

The Human Resources Manager,

Dear Sir/Madam,

Sub: 
Senior / Lead Document Controller / Project Administrator 
I am interested in said position and willing to join your organization. I think my background and your organization’s requirements would be a good match.

I have a deep and broad base knowledge of Document Controller / Project Administrator / Office Manager and in AutoCad also. I am working with Dubai Parks & Resorts Dubai UAE. 

A résumé is enclosed to give you an idea of my potential as an employee within your Organization. I would like to meet you in an interview to discuss in more detail both my qualifications and the position. 


Thank you for your consideration. I look forward to talking to you. 


Your Sincerely,

Azhar 
Azhar.339501@2freemail.com 
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AZHAR 
LEAD DOCUMENT CONTROLLER / PROJECT ADMINISTRATOR 
OBJECTIVE

To serve a growing organization to the best of my ability sincerely, honestly with hard work and where I am the role player for the overall growth of the concern and give respect to my senior. I am ever keen to acquire some new technologies and climb the corporate to ladder by honest and hard work.
CARRER SUMMARY

Total 2 years of work experience (22 years in UAE and 1 year in Pakistan) in Mechanical / Electrical / Instrumentation Drafting and Designing and Senior Document Controller and Administration Works.
PERSONAL INFORMATION

Nationality                     Pakistani                                                                                                         Driving License             UAE Light Vehicle Driving License  

EDUCATIONAL QUALIFICATIONS

2009-2011

Bachelor in Arts

From University of (AIOU) Allama Iqbal Open University Islamabad Pakistan.
1991-1993

Higher Secondary School Certificate
From Board of Intermediate and Secondary Education Rawalpindi, Pakistan

1987-1989

Secondary School Certificates
From Federal Board of Intermediate and Secondary Education Islamabad, Pakistan

TECHNICAL EDUCATION

2000


Computer Training Certificate (3 Month)
From Al Mazna Computer Abu Dhabi UAE.

1994


Auto Cad Training Course (1 Month)
From Chips Computer and Training College Rawalpindi Pakistan.

1992-1993

Draughtsman Mechanical 
From Government of Pakistan (Manpower Division) National Training Board Islamabad Pakistan.

COMPUTER OPERATION





AutoCAD Release 12, 13, 14, LT 2002, 2005, 2008 & 2010
MS Windows / MS Office Package

Having Knowledge of Computer Installation Software, Hardware & Assembling

Easy Archive Version. 2.21

PiMS

Project Wise
On Site Hand on Support for IT Staff
PMWeb

Work Experience

October, 2016 Working with Dubai Parks & Resorts (DPR) Project as Senior Officer 
Document Control.

RESPONSIBILITIES 

· Handling all Inward & Outward documentation from Consultant and Contractors using PMWeb.
APRIL, 2015 Working with Samsung C&T at Dubai Parks & Resorts Project as 

Document Controller.

RESPONSIBILITIES 

· Handling all Inward & Outward letters & Transmittals from Client, Consultant and Contractors on PMWeb.

· Distribution of Daily / Weekly / Monthly Minutes of Meeting to concerns. 

· Submission of various contractual letters to Client, Contractors and Consultants.

· Submission of Contractual Documents i.e. Award Recommendation, Request for Modification (RFM), Variation Settlement Recommendation (VSR), Payment Recommendations (PR) and other General Documents to Client.

· Submission of Payment Invoices of Contractors and Consultants to Client.

· Maintaining of Inward / Outward Mail record.

· Maintaining hard & soft copy record in traceable format.

· Coordination between Client/Consultants/Contractors and Project Management Team. 

· Receiving of Design Drawings and other letters from Consultant / Contractors and onward distributing to concerned department for their in-time action.

· Receiving of Design Drawings / Construction Drawings from Consultants and onward distribution to concerned departments. 

· Receiving all kind of mail (Hard & Soft) and forwarding to concerned departments.

· Assisting departments with queries on documentation requirements & submissions. 

DECEMBER,  2008 – APRIL,  2015  Worked  as a  Senior Document Controller & Project 
Administrator  with  Mott  MacDonald Consultant at JGE  Jumeirah Golf Estates Dubai.

RESPONSIBILITIES AS A LEAD DOCUMENT CONTROLLER
· Worked as a Team Leader of Document Control Section & managing the whole Documentation with the help of two assistant Document Controller using PiMS.
· Overall coordination of all project correspondence to/from client, developers, consultants and contractors;
· Ensuring all incoming and outgoing documentation is adequately recorded and filed;
· Managing all the incoming & outgoing documents, scan all the documents and hyperlink, filing hard & soft copy of all the documents RFI, Material submittals, CVI, weekly progress, monthly progress, shop drawings, test report, site instruction, document submittal, field memorandum etc in proper way;
· Ensuring that accurate registers are maintained for all project documentation;
· Maintaining project data bases for all documentation;
· Supervise document controller’s work;
· Keeping up to date and accurate registers of all technical documents both incoming and Outgoing at project level;
· Preparing monthly report, outgoing transmittal, outgoing letters to client & contractors;
· Receiving of hard copy submission documents in proper order and entering document details in document register;
· PiMS – Project Information Management System knowledge of (Live Link and Project wise.

RESPONSIBILITIES AS PROJECT ADMINISTRATOR

· Handling petty cash, maintaining leave chart for staff, time sheet, expense claim and all;
· Preparing monthly invoice for the Client JGE;
· Managing Administration & Supporting all team members;
· Managing office facilities & Environment;
· Consolidating information for project meetings; 

· Distributing information to nominated persons; 
· Managing Vehicle Administration, Groceries, Stationeries;
· Co-ordination with Client / Our Sub Consultants / Contractors relating to their office requirement as per the Conditions of Contract;
· Co-ordination with Central Administration & Facilities, HR Department etc;
· Prepare Request for Payment Letters etc relating to Project needs;
Total Coordination with Client JGE Jumeirah Golf Estates / Nakheel / Other Consultant and Contractors Dubai U.A.E.
2006 To 2008 - Fisia Italimpianti SpA Jebel Ali Power & Desalination Projects Sations 
‘LII’ and ‘M’

Worked as a Document Controller / AutoCAD Draughtsman, in Technical Office Documents Section with Fisia Italimpianti at Jebel Ali Station “L” Phase LII and Station ‘M’ Power and Desalination Project for Dubai Electricity & Water Authority (DEWA) Dubai U.A.E

RESPONSIBILITIES
· Managing the entire project related documents with Microsoft Excel. Setting up of technical office and following documentation and archiving. Completion and approval of as built drawings, forwarding the approved drawings from client to the subcontractors for fabrication and erection. Ensuring the correct revisions is issued to receiving department / subcontractors. Downloading the drawings and documents (from H.O. Genova Italy) from Server, plot and distribute to the various discipline and register in the log. Uploading the drawings and document in the Server for Genova office Italy enable them to make the required modification and revision as per site office advice;
· Preparation of construction drawings such as Mechanical piping drawings, Isometric sketches, Instrumentation, Electrical drawings, as built drawings, sketches, and general cadding work.
Total Coordination with Consultant Lahmeyer International / Client DEWA and Consortium Partner Hyundai and Contractors for Station L Phase II and Station ‘M’ Dubai U.A.E
2003 To 2006 - Fisia Italimpianti SpA Jebel Ali Power Desalination Project Sation ‘LI’
Worked as a Document Controller / AutoCAD Draughtsman, in Technical Office Document Section with Fisia Italimpianti at Jebel Ali Station “L” Phase I Power and Desalination Project for Dubai Electricity & Water Authority (DEWA) Dubai U.A.E
RESPONSIBILITIES

· Managing the entire project related documents with Microsoft Excel. Ensuring the correct revisions is issued to receiving department / subcontractors. Preparation of construction drawings such as Mechanical piping drawings, Isometric sketches Instrumentation, Electrical drawings, as built drawings, sketches, and general cadding work.
Total Coordination with Consultant Lahmeyer International / Client DEWA and Consortium Partners Mitsubishi Corporation / Toshiba and Contractors for Station L Phase I
2002 To 2003 - Fisia Italimpianti SpA Al Shuweihat Power and Desalination Project Abu Dhabi ADWEA
Worked as a Document  Section  In-charge / AutoCAD Draughtsman with Fisia Italimpianti at Al Shuweihat S1 Power and Desalination (ADWEA) Project, Al Shuweihat Abu Dhabi U.A.E
RESPONSIBILITIES
· Managing the entire project related documents with Microsoft Excel. Ensuring the correct revisions are issued to receiving department / subcontractors.  Preparation of construction drawings such as Mechanical piping drawings, Isometric sketches Instrumentation, Electrical drawings, as built drawings, sketches, and general cadding work.
Total Coordination with Consultant PB POWER / Client (ADWEA) and Consortium Partners Siemens and Contractors for Shuweihat S1 Abu Dhabi U.A.E
2001 To 2002 - Fisia Italimpianti SpA Al Mirfa Power and Desalination Project Abu Dhabi ADWEA

Worked as a Document Section In-charge / Senior AutoCAD Draughtsman with Fisia Italimpianti at Al  Mirfa Desalination Station “B” (ADWEA) project Al Mirfa Abu Dhabi U.A.E.

RE
RESPONSIBILITIES

· Managing the entire project related documents with Microsoft Excel. Preparation of construction drawings such as Mechanical piping drawings, Isometric sketches, Instrumentation, Electrical drawings, as built drawings, sketches, and general cadding work.

Total Coordination with Consultant Mott MacDonald and Client (ADWEA) Abu Dhabi U.A.E
1999 To 2001 – Al Mirfa Power Company Abu Dhabi
Worked as a Senior Auto CAD Draughtsman / Assistant Archivist and support staff for information Technology (IT) Section with (AMPC) Al Mirfa Power Company, Mirfa Power and Desalination plant at Mirfa Abu Dhabi, Through Deputation by Ansaldo Energia
RESPONSIBILITIES
· Archiving, Retrieving, Printing / Plotting of Drawings in Different Formats, Stored in the Electronic Archive System. Also Involved in Various Documentation Activities using Microsoft Application Programs Such as MS Word, MS Excel and generating the AutoCAD Drawings, Sketches and Layouts from Scratch, Scanning of Document and Responsible for trouble Shooting of Computers in different Section of AMPC.
1996 To 1999 – Ansaldo Energia SpA Jebel Ali Power and Desalination Project Sations ‘E & G’ and Al Mirfa power and Desalination plant Abu Dhabi U.A.E

Worked as an AutoCAD Draugthsman with Ansaldo Energia SpA, for 5th Gas Turbine / WHRB / Back Pressure Steam Turbine for “E” & “G” Stations at (DEWA) Dubai Electricity & Water Authority Jebel Ali Power Station Dubai, & Al Mirfa Power and Desalination Plant Abu Dhabi, U.A.E
RESPONSIBILITIES
Responsibilities Includes Manual as Well as Electronic Archiving of Various Drawings and Documents in a Systematic Way.
STRUCTURAL DRAWINGS

· Responsibilities Includes Preparation of Structural Layout of Pipe Rack, Turbine Building As Well As Detailing of Profile Fabrication, Connection Details, Monorail, Platforms, Walkways, Etc.
ELECTRICAL DRAWINGS

· Responsibilities Includes Preparation Of Electrical Cable Tray Layouts, Earthing Layouts, Instrument Location Plans, Instrument Hook – Ups, Single Line Diagram and Preparing As Built Drawings.
MECHANICAL DRAWINGS

· Responsibilities Includes Preparation of Mechanical Drawings Piping Layouts, Pipe Support, P & ID, Isometric Drawing, and Preparation of As Built Drawings.

FIRE PROTECTION SYSTEM

· Video Graphic Pages Prepared in AutoCAD for Al Mirfa Power Companies Fire Protection System Network Reporting Terminal (NRT).

1994 To 1995 – Ewbank Preece Limited Consulting Engineers Abu Dhabi U.A.E

Worked as an AutoCAD Draughtsman with Ewbank Preece Limited Consulting Engineers, Abu Dhabi

RESPONSIBILITIES

· Preparation of Civil and Electrical Layouts and Details Drawings for Power Stations Substations And Overhead Transmission Lines Project Using AutoCAD, Also Includes Drawings for Mechanical Related Projects.

1993 To 1994 – Al Tahir Associates Rawalpindi Pakistan

· Worked with Al-Tahir Associates, Consulting, Architects, Engineers, Builders and Interior Decorators Rawalpindi Pakistan as an Draughtsman.
LANGUAGE CAPABILITY

Punjabi
:
Mother tongue

English
:
Spoken – fluent; written – fluent; reading – fluent

Urdu
:
Spoken – fluent; written – fluent; reading – fluent

Arabic
:
Spoken – fair; written – fair; reading – fair

Page 6 of 6

