                                      
                          CV Saji 
Saji.355474@2freemail.com
                                                                                   OBJECTIVE 

        Seeking a challenging position within an Organization which will allow me to utilize all 
         my skills and experience. 

                                                                                    PROFILE  
	                                                             Total Working Experience
	                                                                                                                         23 years


	                                          Areas of Expertise
	Senior Document Controller, Technical Manager Assistant, Sales (Financial Products), Export Documentation, General / Personal Administration and Data Entry.


	                                                        Industries and number   of years 
	Construction (8.6 year); Banking (5.5 years); Exports (6.10 years) and Manufacturing (1.10 years).


	                                                       Computer Operating Skills
	                                                                                                               Microsoft Office 2010 (Microsoft Word, Excel, Power Point and Outlook). Expedition, Aconex 



	                                                                       Operating Office Automation Machines 
	                                                                                                                     Fax, Telex, Photo Copying, Scanning, Typing (40 to 45 wpm), E-Mail, Internet, etc...


	                                                           Other skills 
	Handle multi tasks simultaneously & autonomously, communication, organizational, analytic and problem solving.



1. Name


: Mr. Saji 
3. Date of Birth

: 03rd December 1971.

5. Marital Status

: Married on May 06, 2002 to Shyla Thomas.

6. Educational Qualification: Bachelor of Humanities (BA) Honors degree from Triveni Devi Bhalotia 
                                                 College (Founded 1957)  (www.tdbcollege.in),  Raniganj,  affiliated  to 
                                                 Burdwan University (Founded 1960), West - Bengal, India in August 1993.

7. Other Qualification
: Post Graduated Diploma in Computer in Information Management from
  UPTRON - ACL, Durgapur Centre, West - Bengal, India in the year 1994. 
9. Languages know

: Speaking: Bengali, English, Hindi, Kannada, Malayalam, Tamil and Urdu. 

                                                 Reading and Writing: English, Hindi and Malayalam.
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11. Experience details (in Saudi Arabia)       : 
(A). Saudi Oger Ltd (www.saudioger.com); Riyadh, Kingdom of Saudi Arabia.
      






Company Profile
Saudi Oger was established in the year 1978 as a construction company in Riyadh. Founded Oger International at Paris in 1979. One of the leading Construction, Facility Management, Service Provider and infrastructure project development Company in Saudi Arabia and having branches in China, India, Jordan, Lebanon, Morocco, Philippines, Switzerland, United Arab Emirates, United Kingdom and United States of America.  Saudi Oger Ltd received “Arabian Business Magazine” (Dubai based) Award during the year 2008, 2010 and 2011 as the Best Construction Company in Saudi Arabia. Forbes Middle East selected Saudi Oger Ltd as one of the top private company making impact in the Arab World in 2015.
 Post 



           : Senior Document Controller.
Period
  



: August 20, 2007 to July 31, 2016
Reporting



: Site Project Manager.

        


     

       Job Profile



· I was working as senior document controller / Assistant to the Site Project Manager at King Abdullah Project for the Development of Security Centers Phase 1 (KAP 1) (from March 2014 to Aug 2016). Total 305 Sites, the cost of this project is US $2.00 Billion. The Client of this Project is Ministry of Interior (MOI). 
· Previously, I was working as senior document controller / Assistant to the Engineering Manager at 2 projects (from August 2007 to March 2014) namely “The Development of King Abdullah Road - Part 1 and construction of “King Abdul Aziz Flyover”). Arriyadh Development Authority (ADA) was the Client for these 2 Projects.
· Preparing list of Shop / AS - Built Drawings and getting approval from the client. 

· Responsible for the flow and control of all documentation between the Client and Saudi Oger.
· Updating the tracking log for client correspondences and remind the concerned departments about
 the due dates of submissions.
· Submitting Shop Drawing, Material and Transmittal submittals to the Client for approval.

· Document classification, sorting, filing, archiving and retrieval of documents from Computer. 
· Maintaining updated records of all approved documents and drawings in the Document Control Office under safe custody without any damage or deterioration with easy traceability.
· Updating with the Shop Drawing Sub Contractors (Buro Happold - UK; EC/MG and ACE - Lebanon) regarding status of received Shop Drawings, submittals and approval on daily / weekly basis.

· Making sure that controlled copies of latest approved documents and drawings are given to the appropriate Engineers, staffs & sub-contractors.
· Providing data containing status of the submittals to the Project Manager, Site Project Managers, Technical Manager and the Planning department to discuss in the weekly meetings with the Client.
· Preparing daily report and submitting the same to the client regarding the progress of work at Site.

· Liaison with AutoCAD, Planning, Front Office, QA/QC and Sub Contractors on daily basis regarding submittal and approval status of Shop Drawing, Material and Transmittal submittals.

· Ensure documents are received and issued in accordance with Company procedures. Distribute the received documents and approved submittals to the concerned departments.
· Typing site documents, communicate verbally and in writing to answer inquiries and provide information, maintaining general office files and records, data entry, answering phone calls.
· Responsible for operating and maintaining office equipments, maintaining stationary supplies and coordinating deliveries, sending messages by E-Mail and Fax machine, scanning etc.
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12 Other Experiences in India:
	Company
	Designation
	Type of Industry

	                                                              HDFC Bank Ltd
	                                                    Contract Sales Executive
	                                    Banking

	                                                              Stonline Exports (India) Pvt Ltd
	                                                       Export cum Office Coordinator
	                                         Export

	                                                                     IDL Industries Ltd
	                                                          Steno cum Assistant
	                                     Export

	                                                                Kalinga Processor & Suppliers
	                                                          Typist cum Computer Operator
	                               Manufacturing


Declaration: I hereby declare that all the details given above are true best of my knowledge and belief.

            Place:  Riyadh                                                                                       yours sincerely

           Date    
