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Profession

                                                                           
Document Controller/ACONEX (EDMS)
Career Aims


Seeking a challenging role as Document Controller in Engineering Consultancy/Construction company and Can be utilize my Previous experience also would undertake any additional training beneficial to a new position for the interest of the organization.

SUMMARY OF PROFESSION
      A Competent and Diligent Document Controller/ EDMS with Extensive Experience Over the past 11 years in Document Control and within reputed Engineering Consultancy and Construction Industries in OMAN, SAUDIA ARABIA, UAE, INDIA, and proficient in:
· Implement established Document control Procedures for Project.
· Experience in Electronic Document Management System (EDMS)
· To manage a team by delivering high quality of work.
· Disciplined and Punctual of Finishing the Assigned Jobs at time.

· Issue of Engineering/Construction Documents and Drawings.

· Proper Controlling of Incoming and Outgoing Documents.

· Set-up files for Engineering Data as per Project Requirements.

· Co-ordinate and Manage the Document Control System.
· Quality Check Documents in Accordance with Project & Client Requirements. 
· Familiar with Codes and Standards.
· Supplier/Subcontractor’s Data Handling and Follow-up.
· Familiarity with Document Management Techniques including Numbering, Search, Revision etc
TASK OF DOCUMENT CONTROLLER

1. Prepare and submittal Transmittal
The transmittal that a document controller shall prepare is for shop drawing, material submittal, inspection request, method statement including ITP and checklist, pre-qualification, letter and specification when a project is a design and construct. The transmittal will be recorded to the respective log sheet and be submitted to the consultant once signed off by project manager or technical manager. Make sure that it is stamped before forwarding to the receiver.

2. Prepare correspondence, reports and documents:
Arranged a draft letter given by the project manager and see to it that it is written grammatically before submitting to consultants or clients. A weekly report shall be prepared through log sheets indicating the revisions, status and approvals of the documents submitted he will inform everybody in the organization via email or even hand a hard copy.

3. Logging of documents:

Once the documents are received from the consultant put the stamp of received and log them down immediately. After the review from project manager to produce the copy and distribute the concerned department with acknowledgment.
4. Set up and maintain filing system:

A document controller must set up a filing system like making a separate box file for different documents such as drawing, inspections material, MEP documents. Put a label for each box file and make sure that is easy to trace.

5. Maintaining and updating tracking logs and records:

A document controller shall make the separate log or register for different categories like logs of method statement, log of drawings, log of material submittal etc. and the logs shall be updated regularly. The updated logs shall be sent to all concerns staff every end of the week. A separate file of records of transmittal including the attached documents should be made. Assist the project planning engineer to prepare the weekly report.
6. Update or Assist the Engineers for latest revision of drawing and technical submittal:

When a document control receives a latest revision of the drawing, shall be stamped as received and update the log. Should be stamp the old revision drawing as “superseded” when there is higher revision and notify all engineers on site through correspondence, issued the new revised drawing to all concerns staff within the project and withdraw the “superseded” one from the site. Technical submittal when approved it shall be distributed to all the concerns staff and if not it shall go to the technical engineer to review consultants comments for compliance prior to re-submission.
EDUCATIONAL QUALIFICATIONS

· Bachelor of Commerce (B.Com) Completed from University of Calicut, Kerala, India.
· Certificate Course for Computer Applications from NIIT in India
· OSHA (Fire & Safety Certified)

· IOSH (Fire & safety Certified)
project documentation software used


· Aconex 
· VBC (Visual Byblos Cyberspace).
SOFTWARE KNOWLEDGE

· Tally

· MS Word
· MS Excel
· MS Power Point
EXPERIENCE DETAILS
CITY ENGINEERING & CONTRACTING LLC Dubai (UAE)
Duration



: Jan 2014 to Jan 2016
Designation


: Senior Document Controller

Project



: Dubai Police Head Quarter Complex (D109) (650m project)
Consultant Engineer

: Kling Consultant

Client



: Dubai police head Quarters General State Security Department

     Duties and responsibilities

Reporting to Project Manager
· Receive, check and distribute latest documents and Drawings to respective departments in accordance with project procedures and distribution matrix
· Log all incoming and outgoing correspondence. 

· Update document register

· Issue drawings and documents with proper transmittal and registers

· Arranging printing of large documents and deliverables

· Comply with company systems

· Keep all documents like contract document, LPO, soft copy and filing to order.

· Record all incoming and outgoing transmittals, submittals and reports

· Maintain current drawing sets for engineers and architects and ensure superseded drawings identified and field.

· Maintain NCR, RFI and submittal registers

· Record all incoming & outgoing RFI’s & submittals, and monitor response time.

· Proper updating

· Preparing contract documents and transmitting to subcontractors.

· Coordinate with project manager, cad manager, cad technician in other offices in order to ensure the documents are issued as per QA standards.

· Keep up-to-date and attend training course in relation to the company systems

· Provide assistance in the collation and preparation of work orders and submittals

· Identifies, sorts, files and maintains internal and external communications

· Distributes received documents to concerned departments

· Ensures cleanliness and orderliness in the working area

· Files all incoming and outgoing correspondence orderly

· Maintain uniformity and completeness of all project files

· Update all e-files to ensure completeness and accuracy

· Compiles and maintains control records and related files to release drawings, and engineering documents to manufacturing and other operating departments

· Confers with document originators or engineering personnel to resolve discrepancies and compiles required changes to documents
· Attend internal audit by QA/QC Manager in every 3 months.
· Ability to work well within and lead team of mixed nationalities

· Preparing list for the office stationary and supervising

· Proper controlling for the subcontractors payment certificates.

· To keep the records of all manpower

· To keep the records of stationary and prepare the requisition

· To keep track of acknowledgement of all the outgoing/incoming correspondence from the concerned parties

· To issue internal memos as per the instructions of general manager/contract manager

· To keep records of the minutes of meeting with clients /consultants and remind to the managers about the forthcoming meeting

· To keep the records of various companies documents such as contract document, trade license, technical specifications, company’s profile etc.

· To control and manage to circulate the documents and drawings to the project manager and to the concerned person and arrange the document properly so that I can produce them whenever it is required.
· To keep all subcontractors payment certificate copy and filed by monthly basis.
CONSOLIDATED CONTRACTORS INTERNATIONAL COMPANY MUSCAT, OMAN


Duration



: Since March 2010 to OCT 2013
Designation


: Document Controller

Project



: Development of Muscat International Airport (DMIA)

Consultant Engineer

: HILL INTERNATIONAL

PMC



: ADPi


Client



: Directorate General of Safety and Aviation Services


EDMS



: Aconex

JOB RESPONSIBILITIES & ROLES
Reporting to QA/QC Manager

· Receive, check and distribute latest documents and Drawings to respective departments in accordance with project procedures and distribution matrix
· Monitor input into Electronic Database Management System (EDMS) and Make Sure it is correct and up to date.
· Gate Keeper of Aconex (EDMS) Gate Keeper.
· Uploading, Transmission & distribution of project documents/drawings through EDMS 
· Good Knowledge and Experience in handling Construction Documents like Shop Drawings, RFIs & Responses, Material Submission, Method Statement, Letters, Reports, and Procedures etc.
· Experience in handling QA/QC Documentation (Inspection Request, NCR, All type of Test Reports etc)
· Handling Request for Information (RFIs) and Responses and Interface related documentation.
· Follow-up and co-ordination with Consultant/Client’s Document Control Section.

· Implement and maintain hard copy master file with latest versions of all project documentation in accordance with project requirements.

· Resolve drawings/documents issue queries.

· Checking of documents as per project numbering protocol.

· Team Leader of Document Control Group and Provide Proper Training/Guidance to the team members.

· Co-ordinate and manage the document control system.

· Maintained coordination with QC Inspectors for the Inspection Request (IR)

· Updating completion progress and provides weekly report to planning department.  

· Supervise and coordinate the day-to-day activities of document control staff and document control programs.
· Producing regular reports of outstanding actions/responses on correspondence and other documentation.
· Assist with internal and client’s audits of document control functions when necessary.

· Ensure proper dispatching of technical documentation to the engineering/construction team members as per distribution matrix.

· Confers with document originators or engineering liaison personnel to resolve discrepancies and compiles required changes to documents.

· Correspondence with Client, Consultants, Subcontractors, Interface Contractors.
· Maintain the safe and efficient filing and maintenance of project documents.

· Ensure that the current revisions of documents are available at the point of use.
· Maintain Document Registers and Submit Reports to the Project Management.
SAUDIA ARABIA SAIPEM /SNAM PROGETTI LTD.  (MECHANICAL PROJECT)
Duration



: 2008 TO 2009 (FEB-FEB)
Designation


: Document controller
Project



: KCC Project (KHURAIS CRUDE CONTRACT)
Consultant


: ARAMCO 
EDMS



: Aconex
Duties and responsibilities
Reporting QA/QC Manager.

· Preparing maintaining and updating the document register for incoming and outgoing project documents.
· Preparing outgoing transmittals for project related documents and drawings
· Correspondence between contractors, consultant and sub-contractors. Responsible to ensure that all projects related documents are well organized, checked and submitted on time prior to the documents submission due  date.
· Preparing, updating & maintaining the master filing system for easy retrieval.
· Maintaining updated records of all approved documents and drawings and their distribution clearly marked in a Document/ Drawing register as per the Company procedure.

· Coordinating with all departments, site offices, subcontractors, consultant for proper execution.
· Maintaining QA/QC register and DCG register for documents such as MAS, RFI, SI, etc.

· Responsible to evaluate and record all the documents and drawings received from consultant, contractors and suppliers confidently and outmost care for the smooth flow and distribution in accordance with the project matrix.
· Responsible for monitoring and follow up of pending submittals to the consultants.
· Keeping records for the superseded documents and drawings, controlling all drawings and distribute to the concerned department.
· Handling all technical documents and kept in record as per revision.
· Handling all transmittal incoming and outgoing
· Preparing all kind of transmittal and submit to client.

· All transmittal incoming and outgoing kept in record as per revision.

· Coordinate with client, which is required for our project.

· Coordinate with construction manager and project manager and project control manager.
MASTER BUILDERS INDIA (KERALA)
Duration



: 2000 FEB TO 2004 DEC
Designation


: Document Controller and Material Coordinator.
Projects Involved

: CONSTRUCTION (CIVIL AND ELECTRICAL)
         Duties and responsibilities
· Maintains a master file register of contract documents, correspondences,

revised drawings, transmittals and soft copies or other project

 related documents
· Examines documents, such as drawings and submittals to verify completeness

      and accuracy of data.
· Confers with document originators or engineering personnel to resolve discrepancies

and compiles required changes to documents.

· Compiles and maintains control records and related files to release and submittal of

drawings and materials.

· Prepares correspondences to main contractors and clients.

· Maintains and updates financial files and records.

· Updates and keeps record of attendance, leave requests, employee deductions, etc.

· Maintain personnel records - employment history, transfers, and salaries.

· Ensures cleanliness and orderliness in the working area.

· Files all incoming and outgoing correspondences orderly
· Maintains uniformity and completeness of all project files.

· Updates all e-files to ensure completeness and accuracy..

· Prepares requests for reproduction of documents as maybe assigned.
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JABIR 


City Engineering & Contracting LLC


    � HYPERLINK "mailto:JABIR.361873@2freemail.com" �JABIR.361873@2freemail.com� 
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