[image: image1.jpg]


  Rajeev.351970@2freemail.com 
[image: image2.jpg]


                                                       Curriculum Vitae


                        Name                                        :              Rajeev
                        Positon                                     :               Document Controller

                       Total Experience                      :               6 Year’s in GCC

                       Nationality                                :               Indian

                       Date of Birth                             :              17-02-1984
                      Educational Qualifications       :              Degree/ Diploma

                      Computer Skills                         :              Microsoft Office

Experience Details
           September 2015 to   Present                         Alsa Engineering & Construction Co. L.L.C 
                                                                                 Ras Al Khaimah, U A E.
                                                                                 Position:  Document Controller.

                                                                                 Projects: VLCC Jetty No.1 Project, Fujairah

                                                                                 Client: Port Of Fujairah.

          January 2010 to October 2014                      Al Husam General Contracting L.L.C,Abu Dhabi.

                                                                                 Position: Document Controller (Minimax L.L.C)
                                                                                 Projects: Sub Station projects at Ajman, 
                                                                                          Sub Station Projects at Fujairah  

                                                                                          Sub Station Projects at Ruwais ( S3 ) 

                                                                                          Sub Station Projects at Mussafah.

                                                                                 (Firefighting Equipment Installation Projects.)
                                                                                 Clients: TRANSCO, FEWA, DEWA, ADDC.

          March 2009 to July 2010                               Deutsche Babcock Borsig Service, Abu Dhabi.

                                                                                 Position: Admin Assistant

                                                                                 Project: Emirates Aluminum (EMAL)  

                                                                                 (Equipment Installation HRSG and BOP project 
                                                                                 Taweelah, Abu Dhabi)
                                                                                 Client: SNC Lavlain.                                                                                                                                      
      January 2007 to January 2009                         Mediad Pharmaceuticals Pvt. Ltd. India
                                                                               Position: Sales Representative.
Technical Qualifications
	1
	Bachelor’s Degree
	University of Kerala

	2
	Fire And Safety Engineering
	Indian Technical Education Council

	4
	Mechanical Diesel
	 Industrial Training Dpt. India


Objective
               A dynamic management professional seeking challenges and willing to exhibit managerial skills looking forward to be associated with a progressive organization where there is scope to utilize the skills and be part of a team that works towards the growth of the organization.
Abstract
· Strong Will power and ability to work in condition  stress  and  efficient and committed to work
· Fair Knowledge of computer Systems and computer aided designing management procedures 
· Strong analytical organizational and communication skills

· Experience as a team leader and co-coordinator for various projects.

Reporting Structure
· Daily Project/ Site Updates  reporting to Sr. Site Manager / Project Manager 

· Weekly /Monthly Progress reporting to Project Manager 

· Transmittals /Submittals  Updates reporting to Engineering Dpt. / Project Manager     
Current Job Responsibilities
· All project  Contract Agreement Document Handling 
· Take charge in all Office engineering files and maintains all records pertaining to the contract such as plans and specifications, files of incoming and outgoing.
· Sending of Drawing Covering with Transmittals and Submittals through Share Point.

· Manage the Document / Drawing review, process, internal correspondence.

· Preparing Method Statements soft copy and installation procedure.
· Internal assessment for employees’ performance for salary increment Coordinate with payroll    for loan/advance for employees
· Co-ordination of transportation.
· ERP Software Document Management System.
· Preparing Company documents as per QA/QC Standards.
· Co-ordination with Human Resources Department.
· Coordinating for arrangements of Training Programs.
Duties and Responsibilities
· Handling Document Control System 
· To provide high quality Documentation support for the facilities operation section, assist with the Co-ordination of Document Workflow from the facilities operation section to the corporate 
Document Standard Department
· Keeping back-ups of outgoing faxes / correspondence in unique serial numbering systems for ongoing projects.
· Scanning and hyper-linking of incoming documents/ Drawings and stored in respective logs.

· Review comments and approvals received form client and distributing to respective discipline for updating the drawings.

· Maintain an efficient filing system for easy reference of catalogues, technical data and other office routine files. 
·  Familiar and very good knowledge about the complete scope of project documentation which includes receiving updating of logs, distribution and follow up as well as arrangements.
         Personal Profile
Name                     :         Rajeev 
Date of Birth          :         17/02/1984
Sex                         :          Male
Nationality             :          Indian                                       
Marital Status         :         Single
Religion                  :         Hindu
             Languages Known  :         English, Hindi and Malayalam 
        Passport Details
           Date of Issue
       :
  02-06-2016
           Date of Expiry 
       :
  01-06-2026
           Place of Issue
       :
  Dubai 
        Declaration
I hereby confirm that the above said is particulars are true and correct to the best of my knowledge & Belief.
