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Mohammed
Mohammed.363658@2freemail.com  

OBJECTIVE To work in a fast-paced environment wherein I can utilize my knowledge and abilities as well as experience that will continue to advance in my career
	AREAS OF EXPERTISE 
Document management 
Data entry 
Office skills 
Secretarial tasks 
Tally 9, Tally ERP 9 
Document Control 
Peachtree Complete Accounting 
PROFESSIONAL 
Can speak English 
Arabic, Hindi 

First Aid

PERSONAL SKILLS 
Strong interpersonal, communication and customer service skills 
Organising skills 
Communication 
Target orientated 
Civil Status: Single 
	PERSONAL SUMMARY 
A document controller with a proven ability to establish and maintain an effective filing and archiving system for paper documents, electronic documents and files in accordance with company and archiving procedures. 
Possessing extensive knowledge of electronic data management systems, supplier document controls, electronic filing systems (inc. codes and standards, and legislation) etc. 
WORK EXPERIENCE: 
ABU DHABI, UAE

DOCUMENT CONTROLLER 
ADCO (Abu Dhabi Company for Onshore Oil Operations) 

June 2012 – Novomber 2016
Responsible for establishing and maintaining effective document control systems. 
Ensuring that all design documentation is accurate, up to date and accurately distributed to relevant parties. 
Duties: 
Maintaining a tracking facility to enable documents to be updated easily. Performing evaluation and document audits. 
Scanning in all relevant new documents. Handling facsimile system. 
Checking dispatch documents are accurate. 
Effectively follow the company’s standard operating procedures in submission of document. 
Submitting corporate documents punctually and with quality. 

Ensures that all documents have no errors in filenames, submissions, etc. before submitting to avoid confusion. 
Presentation and filing of documents and drawings. 

Responsible for maintaining hard copy information. 

Issuing and distributing controlled copies of information. 

Provide advice on procedures of issue and methods in accessing the system. Ensuring all documents is as up to date as possible within electronic filing systems. 

	ACADEMIC QUALIFICATIONS 
Bachelor of Commerce 

Periyar University, 
Selam, India 
Plus Two 
Kerala Higher Secondary Education Board 
SSLC 
Kerala Board of Public Examinations 
KEY SKILLS AND COMPETENCIES 
Experience with 
document control 
Excellent interpersonal skills and a professional telephone manner. Utilizing a range of office software, including email, spreadsheets and databases. 
Comprehensive understanding of health and safety regulations. Ability to evaluate, prioritize, organize and delegate work schedules. Proven decision making skills. 
Able to react quickly 
and effectively when dealing with challenging situations. 
Assisting departments 
with queries on documentation requirements & submissions. 

	CUSTOMER SERVICE 
LIFE STYLE FITNESS GYM 

2010 September to 2012 april 

Make key cards and know how to access and use building keys appropriately and responsibly 

Maintain video surveillance and ensure that cameras are recording at all times 

Produce assigned front office reports and task 

Communicate pertinent information between staff 

Know how to handle phone calls with patience and decorum 

Keep track of where business comes from (walk-in, balloon, previous guest, etc.) and respects guest privacy. 

Knowledge of emergency procedure 

Knowledge of Residence Life procedures 

Know who to contact for various situations 

Ensure the room status is updated from the housekeeping department 

Handle in a professional manner; reservations, check-ins, Check-outs, and account settlement 

Maintain the appearance of the desk, lobby and office area at all times 

KERALA, INDIA 
CUSTOMER SERVICE REPRESENTATIVE 
TATA CHANNEL PARTNER OF MAYURA AGENCIES 
2007 December to 2010 july 
Deal directly with customers either by telephone, electronically or face to face 

Respond promptly to customer inquiries 

Handle and resolve customer complaints 

Obtain and evaluate all relevant information to handle inquiries and complaints 

Perform customer verifications 

Process orders, forms, applications and requests 

Direct requests and unresolved issues to the designated resource 

Manage customers' accounts 

Keep records of customer interactions an d transactions 

Record details of inquiries, comments and complaints 

Record details of actions taken 

Manage administration 

Communicate and coordinate with internal departments 

Follow up on customer interactions 




REFERENCES – Available on request.
