Shaik
Shaik.354888@2freemail.com
Career Objective
Seeking a suitable position enables me to utilize my education and experience more meaningful. Capable and career oriented individual with a creative ability and analytical skill, necessary for optimum productivity and performance. Self-motivated, able to work under pressure and sincere carrying out my assignments with own initiative, offering great potential for the professional growth and achievements.
STRENGTH:

· Easily Adaptable to new environment and a good team worker

· To Excel in all endeavors through hard work and dedication.

· To work in a stimulating environment and strive to uphold the standards of the organization.

· Ability to establish and maintain a positive community relationship.

· My experience proves to be my strength, confidence, ability to work hard, learn more to strive for achievement.

· Willing to take on challenges and possess a positive and proactive attitude with excellent organizing, interpersonal and coordinating skills

· Good interpersonal skills & ability to interact with personnel and teams from all levels

· Quick learner who can master aspects of job with limited training

· Most effective under pressure

· Proactive has initiative to learn, articulate can handle superior customer service management

· Effective employee as individual or in a team environment
TECHNICAL SKILLS: Currently working on Software:

1)   Proficient in using MS Office (outlook, power point, excel, word)  

2)   Experience in Proliance
3)   Experience in VBC (Visual Byblos Cyberspace).
4)   Experience in internet applications.
KEY SKILLS AND COMPETENCIES 

· Strong IT, database and communication skills. 

· Experience with document control packages such as site.

· Excellent interpersonal skills and a professional telephone manner. 

· Utilizing a range of office software, including email, spreadsheets and databases.

· A comprehensive understanding of health and safety regulations.
· Basic First Aid Certificate from (Arbit Safety & Engineering Training L.L.C) 
· Ability to evaluate, prioritize, organize and delegate work schedules.
EDUCATION QUALIFICATION:

· B.tech in Civil Engineering  (Bangalore)
· Intermediate (M.P.C)From Govt City College, Hyderabad, A.P
· Passed Board of Secondary School Certificate. (S.S.C)
           From Hussamia Nounehal High School, Yaqut Pura Hyderabad, A.P
Summary of Experience

1-
Company
:  Arabtec Construction L.L.C. 

Position
:  Document Controller            

           Project         :  New Al Ain Hospital Project (Al Ain)
           Period
:  2nd - March-2014 to Present 
Accountabilities and Current Responsibilities:

· Receive and distribute project documents and drawings based on the Document Distribution Matrix to the right department and right person (action parties) as per agreed procedure after Project Manager’s Review.

· Submitting the Documents through Proliance (EDMS) to Client/Consultant for approval.

· Archiving the Document in Visual Byblos Cyberspace (EDMS)
Visual Byblos Cyberspace (VBC) (similar to the Aconex) is a Data base soft wear, being used for all types of documents (Confidential documents, Commercial Documents, Contract documents, Correspondence, all technical documents (Shop Drawings, material submittals, technical Calculations, Method of statement, Subcontractor’s Pre-qualification) and internal distribution.
· Maintain document logs for correspondence, material submittals, shop drawing, RFIS (incoming & outgoing)
· Expedite the return of documents and approvals or comments thorough document transmittal sheet within the required time period from internal and external parties to whom they have been issued or distributed.
· Maintain records of engineering documents and drawings in hard copies and electronic files and monitor the revisions and approval status thereof.

· Co-ordination and control of Engineering Documents, Suppliers Documentation, Subcontractors Documentation with Client/Contractor as well as internal review approval of subcontractor’s documentation.

· Proper filing of the documents in correspondence files with file reference and letter number.

· Create document control and correspondence folders for individual projects.

· Document quality checking 

· File back-up & Maintaining Daily, Weekly and Monthly Progress Reports of Projects as Hard/Soft Copy 
· Performing secretarial and general office works to assist the Senior Document Controller
 Company       :   Larsen & Toubro (L&T)
Project            :  Hyderabad Metro Rail Project
            Position         :   Document Controller 

            Period
 
:   02-May-2010   to 16-Jan-2014
Duties: 
· To Check dispatch documents are accurate. And update carefully in system. 

· Presentation and filing of documents and drawings.

· Responsible for maintaining hard copy information and their location.

· Issuing and distributing controlled copies of information. 

· Provide advice on procedures of issue and methods in accessing the system.

· Ensuring all documents is as up to date as possible within electronic filing systems. 

· Receive complete project document and update hard and soft copy as well as in system.

Duties & Responsibilities

· To Receive and distribute project documents and drawings based on the Document Distribution Matrix to the right department and right person (action parties) as per agreed procedure after Project Manager’s Review.

· Maintain document logs for correspondence, material approval submittals, shop drawing, RFI (incoming & outgoing)
· Expedite the return of documents and approvals or comments thorough document transmittal sheet within the required time period from internal and external parties to whom they have been issued or distributed.
· Maintain records of engineering documents and drawings in hard copies and electronic files and monitor the revisions and approval status thereof.

· Co-ordination and control of Engineering Documents, QC Documents (Inspection Record), Suppliers Documentation, Subcontractors Documentation with Client/Contractor as well as internal review approval of subcontractor’s documentation.

· Proficient in administrative activities such as faxing, scanning, e-mailing and correspondence.

· Proper filing of the documents in correspondence files with file reference and letter number.

Personal Strength
Ability to work with team and individual, working under pressure, hard worker, ambitious and accurate, ability to learn new techniques and good communication skills.

Personal Information:
Nationality


            
:
Indian
Date of Birth


           :
04/05/1984
Marital Status



:
Married
Religion




: 
Islam
Languages Known



:
English, Urdu, Hindi and Telugu
Issue Date



           :    
20/02/2014
Expiry Date


                      : 
19/02/2024
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