CURRICULUM VITAE
DILSHAD 
Dilshad.357436@2freemail.com

Career Objective
A Challenging position where my extensive experience and expertise as a Document Controller will be fully utilized towards continuous growth and advancement based upon my professional skills and contributions.
Career Summary
· Having 4 years of experience in the field of Document Control – Xpedeon Office Administration in Depth Expert Knowledge of MS OFFICE: WORD, EXCEL, and POWER POINT etc.

· Experience with document control packages at site.
· Excellent interpersonal skills and a professional for handling telephone operations.
· A comprehensive understanding of health and safety regulations.
· Ability to evaluate, prioritize, organize and delegate work schedules.
· Maintaining project documentation files consisting of technical data, engineering and supplier drawings, technical specifications, purchase orders, and other project-required documents.
· Able to react quickly and effectively when dealing with challenging situations.

· Assisting departments with queries on documentation requirements & submissions.
· Checking dispatch documents are accurate.
Educational Qualification
· Board passed (10th)   2010 – Jharkhand Academic Council
· ITI (Industrial Training Institute) 2011 – Refrigeration and Air conditioning
· Intermediate passed (12th)  2012 – Annanda Collage Hazaribag
· Bachelor of Arts (B.A) – Ranchi University 

· Diploma in computer application (DCA)

Skill
· MS World, MS Excel, MS Power Point & Internet, Outlook 2010, Windows Based Operating System (Package), Well conversant with various software requirements essential for Office.
· Printer setup, Outlook setup and Networking Problem to be solve.
WORK EXPERIENCE 
Working as a Document Controller in ETA – M&E Division (ETA-ASCON Group), Abu Dhabi, UAE from October 2013 to till date.
ETA – M & E is a part of ETA – ASCON group engaged in Facility Management for the past 25 years in all parts of UAE.  As a Document controller, following are some of the major sites worked.
· From March 2014 to Till Date….
Sheikh Khalifa Bin Zayed Al Nahyan Masjid Project – Al Ain, (From 2014 to Dec 2016), Project in Al Ain – U.A.E.

Client
: DEPARTMENT OF THE PRESIDENT’s AFFAIRS (DOPA)

· From Oct  2013 to Feb 2014: Cleveland Clinic Abu Dhabi project In Abu Dhabi – UAE
· From May 2012 to Oct 2013: Working as an office administrator in Global Business Park – Delhi, India
Responsibilities:

·   Reporting to the Project Director/Manager as a Document Controller.

·   Preparation the Daily Construction Report. 
·   Preparation of Letter correspondences for Project Director/Manager.
· Preparation of Material Submittal Tracking Register. 

· Preparation of Drawing Submittal Tracking Register.

· Preparation of Request for Information (RFI), Material Inspection Request (MIR) & Inspection Request (IR) Tracking Register. 
· Preparation transmittals, and makes distribution of engineering, supplier, and technical data as required.  

· Maintenance of Important Correspondences & Control of important documents / records / reports, Preparation of (Self-Correspondences) Drafting of letters for the important business letters received, Day to day office management including all legal & statutory issues of the company, Preparation of Presentation documents, spreadsheets.

· Responsible for the effective and efficient document control of all engineering documents, in accordance with the established procedures.

· Responsible for maintenance and continual improvement of Document Control Management System as per ISO Standard.

· Monitor the document control Daily routine activities of Document Control, including distribution of documents, maintaining electronic folders and directories, tracking and retrieval of documents and drawings. 
· Maintaining a tracking facility to enable documents to be updated easily.

· Scanning all incoming & outgoing correspondences for effective document tracking.
· Filing of documents and drawings

· Responsible for maintaining hard copy for various critical information

· Issuing and distributing controlled copies of information 

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

· Ensuring all documents are as up to date as possible within electronic filing system                                                                                                                                                            
Personal Information
Date of Birth

: 05-05-1994
Marital status

: Unmarried 

Nationality

: Indian
Languages Known
: English, Hindi & Urdu
Passport Details
Passport Expiry
: 12-06-2023
DATE ………………………………….
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