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To gain the position of a Document controller where my professional experience can make extensive contribution towards the growth and benefit of the organization.


· In-depth knowledge of document management, transfer, preservation and maintenance

· Familiar with the methodology and procedures of document management

· Extensive knowledge of document control database systems

· Possess excellent leadership and interpersonal skills for managing work and tasks

· Excellent management, communication, organization and interpersonal skills

· SADARA PO Plant and Saudi Aramco Project

Tekfen Construction And Installation Co.INC-saudi Arabia 

(Document Controller & Coordinator QA/QC 2014 to 2016

· Women & Childeren Foundation-(Admin Controller & Admin Manager 2007 to 2012)  North Usman Road T.Nagar, Chennai-17.
· Ensure that the document control function is being performed in accordance with the procedures and in a timely manner

· Ensure that the vendor drawings, hard copies and electronic messages are properly logged into the document control system

· Ensure that all internally prepared drawings are logged in to the document control system and that all issues are properly logged with appropriate transmittal

· Handle the tasks of drawing and processing engineering documents, Piping and welding reports-DWR   
· Communicate effectively with engineering staff on the status of drawings

· Organize necessary filing and archiving of technical documents

· Responsible for supporting in analyzing, organizing and managing document management processes and activities and Close NCR,LBE’s. 
· Handle the tasks of controlling and monitoring documents and assure its compliance with the corporate methodology and procedures

· Provide coordination and monitoring of resources to document service assistants and document controllers about Project Documentation Management activities

· Coordinate with function representatives, document controllers and other document service assistants involved in the project like civil, Electrical, Structural,Rotating & Equipments,Coating and insulation,Piping     
· Responsible for preserving and maintaining confidentiality of document management activities

· Handle the tasks of supporting and assisting document controller in organizing and controlling reports.

	Course
	Year of passing
	Institution
	University / Board
	Aggregate %

	B.Sc   
	2003to2006
	Meenachi Sandirasekaran College of Arts and Science Pattukkottai
	Bharathidasan University
	65%



· Good leadership quality & Team work sprit

· Good communicating & Project skill.

· Good learning & Observation skill

· A Never Say Die attitude

· A Suave tongue and impressive Interpersonal skills

∙   Basic computer knowledge – Data Base, MS Office, MS Exel, Photo Shop...etc

	LANGUAGE
	READ
	   WRITE
	   SPEAK

	TAMIL
	· 
	· 
	· 

	ENGLISH
	· 
	· 
	· 

	HINDI
	
	
	· 



Date of Birth 

:       04-06-1986

Sex  / Marital

:       Male / Single

Nationality

:       Indian


I do hereby confirm that the above said information declared in    my resume is true to the best of my knowledge and belief.                                                                                                                                           
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 KESAVAN      


 E-mail: � HYPERLINK "mailto:KESAVAN.342550@2freemail.com" �KESAVAN.342550@2freemail.com� 
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