Irshad.358594@2freemail.com
Summary
· Overall professional tenure consist of more than 26 successful years 
· 15 years of experience in Oil & Gas industry (Pakistan & UAE, Qatar)
· Experience to work at Offshore & Onshore at EPC projects and Shut Down
· Excellent command over MS Office and good programming skill in MS Access 
· Developed Document Controlling system at project site.
· Ability to evaluate, prioritize, organize and delegate work schedules 

Document Controller is not just a postman, we deliver the RIGHT information to the RIGHT person at the RIGHT time

Present Location:  
Pakistan

Industry:                 
Engineering / Construction

CurrentSalary:          US$ 800

Notice Period:       
15 Days

Professional Experience

Jan  2016   To-Date


Habib Rafiq & China Construction Company (Construction of Multan Metro Bus Project)
Document  Controller  
· Maintaining project related documents like Drawings, Method Statements, Welding Procedures Specifications, ITP etc.

· Distribution / issuance of drawings at project site  

· Retrieval of superseded drawings from Site 
· Filling of all documents as per company’s Filing Procedure 

· Performing Secretarial tasks from Project Manager
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Mar  2015   To Dec 2015


Etimaad Engineering Qatar  (Construction of ESD Sales Tank at Vinyl Qatar Co.)
Document  Controller / Site Secretary
· Controlling of flow of all Incoming and Outgoing project related documents like Drawings, Isometrics, Specifications, Method Statements, Welding Procedures Specifications, ITP etc.

· Distribution / issuance of drawings at project site & concerned departments 
· Retrieval of superseded drawings from Site as well as from Sub-contractors and ensure the availability of latest revision at site

· Filling of all documents as per company’s Filing Procedure at site or Main Office Library

· Performing Secretarial tasks from Project Manager

· Uploading of all kind Outgoing documents at Client’s website as circulation purpose 

· Close coordination with Client as well as Subcontractor’s Document Controllers for smooth running of  project activities
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May  2013   Mar 2015



Descon Engineering Ltd. Pakistan at (Construction of New Khanki Barrage)
Project Secretary  
· Handle all administrative work such as handling incoming / outgoing mail, correspondence, etc. and routing them appropriately for action
· Prepare and review routine and non-routine correspondence such as memos, letters, emails and other correspondence as required 
· Continuous checking the correspondence for their in time reply
· Establish and maintain an effective filing system for all the confidential documents and reports and ensure they are stored in a safe and secure location 
· Conducting interviews for new recruitment at all levels and coordination with Corporate HR for new hiring
· Coordinate with all department Heads for their future manpower requirement
· Receive visitors, arrange meetings, appointments and coordinate all logical needs for smooth running of project
May  2008   To Mar  2013

Descon Engineering Ltd. BA. UAE
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Document Controller / Secretary to Project Manager
Ruwais Refinery Expansion Project (RRE Package #4) Abu Dhabi
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Offshore Associated Gases Project at DAS Island Abu Dhabi    
· Controlling of flow of all Incoming and Outgoing project related documents like Drawings, Isometrics, Specifications, Method Statements, Welding Procedures Specifications, ITP etc.

· Distribution / issuance of drawings at project site & concerned departments and its proper filling in paper & soft format as per company procedure

· Retrieval of superseded drawings from Site as well as from Sub-contractors and ensure the availability of latest revision at site
· Filling of all documents as per company’s Filing Procedure at site or Main Office Library

· Performing Secretarial tasks from Project Manager

· Prepares and processes confidential correspondence, reports, agendas, and general papers; composes and types routine correspondence, memos, letters, reports, etc. under the instructions of Project Manager either by  soft (email) / hard copy
· Regularly coordinates the activities of a department project or program
· Uploading of all kind Outgoing documents at Client’s website as circulation purpose 

· Close coordination with Client as well as Subcontractor’s Document Controllers for smooth running of  project activities
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August 2002 To April 2008
Pak Arab Refinery Ltd. (PARCO) (through Services Incorporated)
Secretary to Manager Utilities & Oil Movement
· Secretarial job like dictation & preparation of Inter-Departmental Memos & Notes

· Preparation of Indents, Services Requisition, MIRs through Oracle Based MAXIMO 

· Arrangement of Inter-Departmental Meetings

· Preparation of Minutes of different Meeting like Departmental, Safety & Coordination Meetings

· Maintaining office record through self developed Document Tracking System in MS Access which keep record of incoming & outgoing & help in mail tracking.

· Maintaining Daily Attendance, Leave Record & Personal record of Utility Section Staff

September  1998 To June 2002
Marubani Corporation of Japan
Assistant Document Controller

· Plotting/Printing of Drawings, Specifications, Vendor / JGC documents.
· Preparation of Transmittal through CMS system

· Maintaining of office record through Self Based developed System in MS Access which keep record of incoming & outgoing & help in mail tracking.

· Retrieval of supersede drawings from and ensure the latest revision of drawings at site.

· Regular maintenance of filing system as per their classification and updation in computer

Jan 1990 To Sep 1998



Multan Development Authority (MDA) (Semi Government Department)
Assistant Programmer
· Team member in software development in like Payroll Management, Inventory Control & Housing Scheme Management, Double Entry Book Keeping System (World Bank Funded Project)
· Preparation of Monthly Payroll & Inventory Control report

· Preparation of PC-1 for different development projects

· Preparation of Power Point presentations for different meetings

· Preparation of Authority Meeting Agenda & Annual Budget

Diploma in Computer 
One Year Diploma in Computer Programming


1989
Bachelors of Economics Bahauddin Zakariya University, Multan (Economics, Sociology)
1988
Diploma in Commerce 
Govt Commerce College, Multan (Accounting A & B)

1985
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