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	MOHAN 

	 CURRICULAM VITAE
Key Work Experience
Graduate with around 10 years of experience as a QC Document Controller/Data Entry Operator.
Education  Profile                                    

· B.A                                                              
1998– 2001
S.D. College, Ambala (Kurukshetra University), Haryana
· S.S.L.C                                                          
1997-1998                                    
Govt. Senior Secondary School, Ambala (Haryana)   
· Course of Desk Top Publishing( DTP)                              2002-2003                              

ICCI, Ambala, Haryana

· 3 months of Typing course                                              2001                              

     ICCI, Ambala, Haryana             

Typing
                  

Typing(English) with speed of 40 words p/m

Computer proficiency
                  

Knowledge of Ms office(2007 & 2010) MS Word, MS Excel, MS  PowerPoint)
Knowledge of  Tally, Visual Basic, Busy, MS Access Software



Career Summary
                                
Sep, 2015 to till date




Rajiv Syndicate Autozone Pvt. Ltd




Maruti and Hero Spare Parts Supplier




Kuldeep Nagar, Ambala Cantt(Haryana)
Jan, 2013 to Sep-2015




Punjab Agro Care





Pesticide and Seed Co.





Shastri Colony, Ambala Cantt(Haryana)
Dec, 2005 to Sep.2012:   NASSER S. AL-HAJRI CORPORATION.                
                                         Construction Company,

                                         Al-Jubail, Saudi Arabia
Responsibility
· Maintaining all documents in line with company quality system manual & project quality plan, filing, controlling & tracking of all calls for inspection (CFI), 

· Sending of Drawing Transmittals and Submittals.
· Distribution of controlled documents 
· Registering of internal and external documents
· Preparation of Daily/weekly reports

· Preparation of the final dossier 
· Prepared the letters for the co-ordination with client & suppliers 

· Coordination with QAQC, Planning & with Client.

· Process, distribute, and maintain controlled documentation using a document control system.
· Check field changes are incorporated in the As Built Documents submitted by Contractor
· Maintenance of controlled documents registers.
· Manage the document/drawing review process, Internal and External. 
· Ensures security and preservation of controlled records.
· Ensuring that drawing transmittals are acknowledged in case there is a dispute on whether the drawings were transmitted.
· Quality checking and preparing comments in the event of any discrepancies have been noted and submit to Administrator or Document Control Supervisor.
· Well aware of all types of quality documents like ITP, Checklist, RFI, method statements, Nonconformance report, Technical queries, Inspection assignment package, Disposition Report, Material Request, Technical Approval Request, Hydro test packages and other miscellaneous project contract documents.
· Preparing and update of various logs and registers.
· Enter all the Cash & Cheques Receipt in Tally.
· Enter all Expenses in Tally.

· Enter all Purchase bill in Tally.

· Enter all Sale bills in Tally.
· Check daily daybook with Tally.

· Assist and coordinate with sales and marketing teams.
· Support sales staff in handling and documenting customer accounts.

· Prepare and reconcile customer balances. 
· Correct discrepancies in customer account balances.

· Assist inventory controlling staff in maintaining inventory records.
Language

English, Hindi, Punjabi.
Declaration

I hereby declare that all the above details are true and correct to the best of my knowledge. 
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