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Professional Summary
Motivated Document Controller with over 10 years of organizational expertise. Exceptional at providing services in the area of operations documentation management including implementation of automated documents for system generation with an eye to future updates and modifications.
Areas of Expertise
· Experience in document control, document imaging, document archiving, and maintenance of electronic and physical documents
· Excellent command over written and verbal English
· Skilled in reviewing and preparing statistics and reports
· Ability to interact and coordinate with internal and external business partners
· Proficient with FTP clients, SharePoint, MS Office, FileNet,  Aconex, Newforma
· Strong interpersonal, analytical, and teamwork skills
 Work Experience 
Document Controller
Indus Towers Pvt. Ltd., India
March 2010 to February 2017

· Create filing and archiving system for documents.
· Check metadata according to client’s requirements.
· Register documentation in proArc.
· Send workflow internally and follow-up.
· Speak with suppliers.
· Reported on document control process.
· Administered documents lifecycle (author approve publish revise retire archive).
· Prepared electronic document templates.
· Checked incoming documents for readiness prior processing. 

Document Controller
Cornier Generator Sales & Service Pvt. Ltd., India

January 2007 to March 2010
· Used web-based documents sharing tools

· Created and maintained all clients-facing knowledge base articles.

· Created all internal and external system release notes.

· Created how-to documentation for all system features.

· Performed responsibilities of file migration and assisted in auditing

· Performed activities of quality control of documents and validation of test reports

· Maintained and retrieved data in and from spreadsheets 

· Controlled distribution of documents to internal departments and sought proper explanation

Education 
Bachelor of Commerce from Calicut University India

Diploma in Computer Application from India
Personal Details

Date of Birth:
March 27, 1980

Nationality:

Indian

Marital Status:
Married

Visa Status:

On tourist visa

