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         CURRICULUM VITAE FOR SENIOR DOCUMENT CONTROLLER /HR/ ADMIN         
                                                  Parveez

Parveez.360032@2freemail.com 

	Professional Profile

	Career Objective
·  I am looking for a challenging position where I could be a productive and contributive member of the team or organization to utilize my 14+ years work experience in the field of Document Control, Office Administration, Project Coordination, Business Coordination, Marketing and Project Development Support Services for Project Manager.
Experience

· 5 Years of experience in Senior Document Controller & Office Administration. 

· 9 years of experience in Office Administration & HR Management.
· Extensive knowledge in Office Management and Document Controller.

· Exceptional data management and information processing abilities.

·  Highly proficient in all Window Base Application (MS Office).

· Develop and implement plans for new processes.
· A hard working professional with highly motivated and result oriented team player whose works were carried out with due diligence and under minimal supervision.
· Strong Management Skills - task prioritization, goal setting, advance planning of workload and anticipation of project requirements.
· Effective communicator, strong team player.
· Highly trainable, fast learner and can easily adapt to changes.
· Have self-motivation, can able to initiate task and follow up with team members to achieve results.
· Tally and data processing, administration of records management, HR policies and development.



	Professional Experience:-

FROM March 2014 To Till date                    : Arabtec Construction LLC, 

   Dubai, UAE
POSITION HELD


            : Sr, Document Controller for (HR, Estimation Dept)
Arabtec Construction, L.L.C., the leader in the UAE Construction Industry, was established in 1975. Arabtec has undertaken High Rise Developments (Residential, Commercial, Mixed Use), Hotel and Hotel Interiors, Residential Complexes and Communities, Luxury Villas, Major Airport Developments, (Terminals, Lounges, Hangers, Air Traffic Control Towers, Cargo Buildings, Passenger Buildings), Commercial and Industrial Projects, Stadiums , Hospitals, Museums, Malls, Cinemas, Entertainment Facilities, Infrastructure Works.
Responsibilities included :-

· Responsible for providing end to end HR support to all divisions within the business including Operations, Production Services, Creative, Technical and Contracts and Administration.
· Organize updates and controls technical documentation, records, and data. 
· Respond to information requests submitted by technical and non-technical personnel at all levels in the organization.

· Provide assistance to PMC and EPC and internal personnel to investigate, evaluate, and resolve documentation related problems. This covers documentation related to multi-discipline engineering, construction, QA/QC, certification, and vendor technical and commercial documentation, records and data for the facilities.
· Set up document control room and maintain document filing and storage requirements as per company policy and best practices. 

· Verify completeness, and acknowledges the receipt of technical documentation and data received from various internal and external sources.
· Validate status of New Joinee, Resignations Terminations and Retention data received from various internal and external sources. 

· Update multi-discipline data held in specialist Document and Data Management Systems.  

· Undertake other duties and tasks as directed by the Immediate Head. 

=====================================================================================================
FROM September 2004 To October 2013   : TACT ( Helios & Matheson IT Pvt Ltd.), 

   Bangalore, India
POSITION HELD


             : HR/ Administrative Officer    
An IT subsidiary of TACT with 160+ people in USA base provides Infra and Application services to Citigroup.
Responsibilities included :-
· Supervise and manage all day-to-day office administrative activities.

· Maintain all office systems in accordance to the prescribed standards in order to ensure smooth functioning at all times.

· Bank Account Opening for newly joined employees and Updating Payroll inputs for new Joinees.
· Managing vendors and keeping track of cycle of all maintenance contracts and AMCs.

· Coordinating with Travel Agencies for Airlines & Railway bookings, Hotel bookings & Car arrangements for employees & guest.

· Maintenance of Important Correspondences & Control of important documents / records / timesheet management reports, Preparation of (Self-Correspondences) Drafting of letters for the important business letters received.

· Making Journal Entries and the payments, Posting, Maintenance & Verification of General Ledgers, Expense Reports of the employees, Preparation of Finance Reports for the Management, and Dispatch of Statements of Accounts to various clients.

· Performance Appraisal Focus: Maintain regular tracking for Interim, Annual & Confirmatory appraisal as per Appraisal Calendar, Track all Confirmatory Appraisals on time, Answer queries related to workflow and change the same wherever required. 
·  Co-ordination and maintenance of systems related to Housekeeping and transport.
· Maintained timesheets (attendance) for internal employees based in US, twice in month. 

· Well versed in Excel, Microsoft Great Plains, outlook express and tally, worked on these applications on a regular basis.
· Creating reports for review purposes in excel sheet to compare with total number of hours worked by the employees, and sending the report to finance manager for approval. 

· To ensure employee queries are handled with transparent, fair and to execute it within turnaround time and 100% quality. 

· Preparing and maintaining the total list of employees with relevant information (level, designation, date of joining, Salary Structures etc in data base).

· Maintaining and monitoring of Medical Reimbursements, LTA, Internet, back berry bills, Tuition refund bills etc to the employees.

· Worked on Provident Fund related Queries and Medical insurance. 

· Arranging for Annual Medical check-up for Employees.

· Maintenance and updating of Employees Personal Files etc.

· Organizing Sports meet Annual Day, festival Celebrations and cultural activities.

· Exit management system- Exit Interview and update them on Full & Final settlement, PF quires.
FROM July 2000 To August 2004           :
           Concorde Groups Pvt Ltd. 
                                                                                   Bangalore, India

POSITION HELD                                       :
           Sr. Document Controller   

Responsibilities included :- 

· Supervised preparation, upkeep, retrieval, security, storage, and destruction of all organizational records. 

· Managed documents related to process flow and handled rules and regulations of operation and performance.

· Projected improved technologies to handle business processes and meet SLAs.

· Created organizational documents like Yearbook, report, briefings, mapping, background materials and related information.

· Utilized and maintained computerized and manual records management systems.

· Standards regarding documentation and distribution of confidential data.

· Providing support to Project Team by managing incoming / outgoing project information and documentation on daily basis, while ensuring accurate records are maintained.

· Experience in Microsoft Office and ability to prioritize the workload as required.

· Maintain the daily documents IN/OUT register and ensure that documents are delivered to the concerned person. 

· Responsible for maintaining all administrative records for Project Site Office.

· Examines documents, such as blueprints, drawings, change orders, and specifications to verify completeness and accuracy of data.

· Attend weekly coordination meeting with the project managers.

· Upload and download the drawings in FTP system.

· Monitors all the registers of the all the documents and drawings received from client.

· Scanned and saved it into their respective folders in the system.

=========================================================================

FROM December 1998 To June 2000           :
Concorde Groups Pvt Ltd. 
                                                                                   Bangalore, India

POSITION HELD                                             :
Document Controller   

Responsibilities included:- 

· Ensure that the document control function is being performed in accordance with the procedures and in a timely manner.

· Handle the tasks of drawing and processing engineering documents.

· Communicate effectively with engineering staff on the status of drawings.

· File the important documents in systematic order and under appropriate categories. Prepare duplicate copies and save them as information backup.

· Work on the information requests and provide vital details to the organization's departments and personnel.

· Support the data management team in designing and developing software for quick data mining methods and safe storage.

· Prepare an index or dictionary to make data extraction quick and easy for all.

· Maintain hard and soft copies of different organizational documents, records and reports.

· Perform data entry operations to record and save important data in software.

· Compile information, prepare reports and submit them to concerned authorities within prescribed time.

· Ensure that the vendor drawings, hard copies and electronic messages are properly logged into the document control system.

· Make certain the data is well protected from theft, tampering or breakdown.

· Handle the tasks of supporting and senior document controller in organizing and controlling reports. 

· Receiving Specifications, Drawings and Documents from various Disciplines.

· Issuing Documents & Drawings through Transmittal to Clients and Concerned Departments as per document distribution matrix through EDMS System.

· Receiving and maintaining incoming Document (Hard copy/ Soft Copy) from the client.

· Receiving and maintaining all Incoming/Outgoing correspondence.

· Complete responsible for Vendor Documents/correspondence.

· Complete responsible for subcontractor Documents/correspondence.

· Maintaining of various registers and queries for document management.

· Scan and database the approved drawings.

======================================================================

Education

· MBA (Specialization – Human resources) from Bharathidasan University, Tirchinappalli.

· BBA  from  V.S Prasanna Bharati University, Dehli

· 12th from Aujuman College, Bijapur. Karnataka  

· SSLC from Vijay Mahaanthesh School, Karnataka

Software skill set:     
·   Complete exposure in a computer working environment. Operating Systems: Windows-9x, NT, XP, 2000, 2003, 2007.

·   MS OFFICE (MS Word, MS Excel, MS PowerPoint, MS Access, MS Outlook, MS FrontPage).  Extensive work exposure to most latest Accounting Software Packages: Tally 9, Microsoft Great Plains (Financial package for US payroll.


	References:-

	References are available upon request.

	Avocation Assets           :
Confidence, Affability and Patience                                                

Hobbies                               : 
Reading & Cricket
Personal Details:-
Date of Birth    

:
01 / June / 1973
Sex



:
Male

Nationality


:
Indian

Marital Status


:
Married 

Language Known 

:
English, Hindi & Kannada

                                                                                                                              (











