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PARVINDER

 PARVINDER.360484@2freemail.com 

CAREER OBJECTIVE
A motivated professional looking for a Document Controller/ Administration position in your Company to showcase proficiency in comprehensive qualification  in Masters  and  MS Office and knowledge of using online-based sharing tools for documents.
 SUMMARY OF QUALIFICATIONS

· Possess excellent organizational and interpersonal communication skills

· Nation and intention of Data Base skills 

· Computer proficient in all MS Office programs and various software with a proven ability to quickly learn new software

· Dedicated and committed, willing to take on challenging roles, tough assignments and work to tight deadlines.

· The ability to form good relationships with both peers and staff

· Dedicated individual; reputation for going beyond expectations.

EDUCATIONAL QUALIFICATIONS
DEGREE                    YEAR                   UNIVERSITY                                % OF MARKS
M.Ed. (General)            2011                   Panjab University                                         73

B.Ed.                             2011                   Panjab University                                         62                  

(Additional Subject English)
M.Sc. (IT)                     2010                   Punjab Technical University                        68

B.Ed.                            2010
                 Panjab University                                         72

M.A.(English)              2006                     Panjab University                                        51 

Bachelor of Arts          2003                     Panjab University                                         64

10+2 (Arts)                 2000                      P.S.E.B, Mohali                                           53

Matric                         1998                      P.S.E.B, Mohali                                           70
JOB DESCRIPTION AND SKILLS
· Coordinate all activities related to the Document Control procedure, including technical documents, drawings, and commercial correspondence
· Control of technical engineering documentation hard copy and electronic files in accordance with project file structure
· Input document data into the standard registers ensuring that the information is accurate and up to date
· Generate the various document control reports as required
· Typing of site documents, and follow up of all the site needs
· Typing of site documents, and follow up of all the site needs
· Makes sure that controlled copies of latest approved documents and drawings are given to the appropriate suppliers/ Vendor as applicable
· Maintain updated records of all approved documents and drawings and their distribution clearly
· Maintain the documents and drawings in the Document Control office under safe custody without any damage or deterioration with easy traceability
· Maintain the files and control logs as required by the project
· Issuing of documents under transmittal (internally and externally as required)
· Scanning of documents (e.g. Drawings, text materials in different format and resolution)
· Maintain Technical Library
COMPUTER SKILLS
WINDOWS 95/98/2000/XP,MS Office, Internet, JAVA, C & C ++, HTML, JAVA SCRIPT, VB SCRIPT & other programming languages etc.
EXTRA CO-CURRICULAR ACTIVITIES
· Member College Planning Forum.

· Best Quiz Counselor during College Time.

· Elected as President of Tagore House during Session 2009-2010.

· Won First prize in Wall Magazine Competition at College level
· Won second and third prizes in Flower Arrangement competition, Rangoli and on the spot teaching aid preparation competition at D.A.V. College Of Education.

PROFESSIONAL EXPERIENCE
	Shining Star International School, Abu Dhabi, UAE            May 2016 – Till Date 


As-Mathematics Teacher and Admin Coordinator (ADEC Approval in Mathematics) in

Shining Star International School. 
	H.D.N. Sr. Sec. School, Hariana, Hoshiarpur, Punjab.         May 12    –   Aug.15


     As-Teacher (Mathematics & Social studies)
	UAE Exchange & Financial Services Ltd., Hoshiarpur, Punjab.  June .08 – Mar .09


    As- Officer l(Operations)
Worked with UAE Exchange & Financial Services Ltd. as Officer - 1. UAE Exchange & Financial Services Ltd is a parent of UAE Group, Abu Dhabi Based MNC, and engaged in Business of Foreign Exchange, Instant Electronic Money Transfer, Insurance Travel & ticketing Etc. The company has more than 200 Branches all over India.

	Worldwide Immigration Consultancy Services Pvt. Ltd, Punjab. May 06 – Dec. 07


As -Front Office Executive
PERSONAL PROFILE
	Occupation                     

Date of Birth 
	          
	  Businessman 

                     31st May 1982

	Marital Status 
	
	                     Married 

	Sex 

Visa Status                               
	
	                     Female 

                     Husband Sponsorship 

	Nationality 
	
	                     Indian 

	Hobbies 

Correspondence

 
	
	                     Reading Journals, Cooking & Traveling

                     VPO Lambra, Distt Hoshiarpur, Punjab, India




