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Objective
To contribute strong background in Documentation along with unique drive for excellence and success for your firm.

Professional Profile

· Solutions-driven   professional   with   extensive   experience   in   project   documentation and activities associated with the work.
· Focused and highly organized day to day management of documentation function.

· Knowledge of Electronic Document Management Systems and Technology operations.

· Knowledge of legal and business requirements for documents, and ISO 9001 Quality Records requirements and communications systems. 

· An Energetic Team Player, able to motivate staff for best results.

Career Summary
Seeking a position for Document Controller where more than 18 years of Documentation experience will contribute.  An Energetic team player, able to motivate staff for best results.

Professional Experience 20 Years (In INDIA and Gulf)
Experience in Gulf

Doc. Controller Engineer, Al Majmou'ah Al Sanida Company, Iraq, Mar -2015 – to Present
Project
:
Halfaya Project
Client

:
Petrochina
Responsibilities 
:
· Monitoring and day-to-day supervision of DCG operations in line.

· Ensure documents are numbered, filed and made accessible as appropriate
· Promote, set up and implement a document management department and system, making it appropriate to the needs of the project through the project lifecycle. 

· Maintain the Electronic Document Management System (EDMS). 

· Expedite reviews/approvals utilizing the EDMS functionality.

· Direct and maintain current and archive filing systems with hard/soft copies.

· File and maintain the latest revision status of Documents/Drawings in Master File.
· Maintain file of project specific company codes and standards and industry standards. 

· Ensure accuracy of online registers / action log and its accessibility to project task force. 
· Preparing Daily Progress Reports based on input from Document Control Staff.
· Preparing Final Documentation for the completed projects as per the requirements of the Client.

· Preparing Project Close Out Report for the completed projects as per the requirements of the Client.

· Preparing Final Acceptance Certificate for the completed project after completing warranty period as per the requirements of the Client.
· Coordinate with the Document Controllers from other teams, EPC or other contractors.
Doc. Controller, Consolidated Contractors Int'l Co, Qatar Jun -2006 - Jun-2007

Project
:
QCS PROJECT.

Client

:
RASGAS - Ras Laffan Gas Company

Contractors 
:  
CTJV  - Chiyoda Technip Joint Venture 
Responsibilities 
:
· Monitoring and day-to-day supervision of DCG operations in line.

· Ensure documents are numbered, filed and made accessible as appropriate.

· Ensure docs are transmitted to the appropriate clients in a secure and efficient manner.

· Ensure Documentation complies with an acceptable standard of quality and format.

· Establishing, monitoring and updating of the Project Distribution Matrix.

· Ensure that the Drawings are scanned & attached in System according to doc. number.

· Receiving Non-Technical/Technical Docs, Drawings, Data sheets, Specifications & Vendor Docs & Distribution of Doc, Drawings as per disciple to relevant Site / Office Personnel.

· Maintaining latest Drawings/Documents by Disciple [Civil, Mechanical, Electrical, & Inst] for ready reference in Document Control Department.

· File and maintain the latest revision status of Documents / Drawings in Master File.

· Maintain an auditable record of Technical Documentation & Project specific correspondence.
· Maintain a current & superseded set of project hard & Electronic copy deliverables.

· Preparing Daily Progress Reports based on input from Document Control Staff.

· In addition to Technical Aspects, regular day to day correspondence.

Document Controller, Consolidated Contractors Int'l Co, Jubail, KSA - Jan-04 to Dec-05
Project
:
Saudi Chevron Petrochemical Project, Jubail

Client

:
S-Chem [Saudi Chevron]
Main Contr
:
JGC Arabia

Responsibilities 
:
· Ensure that the drawings / docs are checked for correctness against transmittal notes.

· Ensure that the receipt of drawings / documents are timely recorded in the EDMS registers (inclusive of date received, transmittal number, revision status of the drawing/document etc)

· Ensure that one copy of the drawings/documents is endorsed with the “Master Copy” and “Date Received” stamps.

· Ensure that the “Master Copies” of drawings/documents are retained on the file in the DC department and that access there to is restricted to authorized personnel only.

· Ensure that only the latest revisions of drawings and documents are issued to fabrication / construction purposes.

· A wide range of administrative duties from preparing faxes, reports and correspondence to supporting senior staff with computer orientated activities.

· Responsibilities included time keeping, and looking after site facilities, part of the internal team responsible for QA of all documentation, check of which were made on a regular basis.

· Preparation, tracking, and filing of transmittals to and from both the client, and sub-contractors.

· Worked closely with the discipline engineers to understand their expectations from document control department, so as to make positive steps towards and efficient service.
Document Controller, Saudi Services & Operation Company Limited (SSOC), KSA - Sep-97 to Dec-03
Project
:
Maintenance of Prince Sultan Air Base (PSAB Project), Al-Kharj, Riyadh
Client

:
Ministry of Defence and Aviation (MODA)
Responsibilities 
:
· Update / Upload Client / supplier documents / drawings in EDMS. 

· Maintain / update Distribution Matrix and controlling Project Standards / Codes. 

· Distribute client documents and drawings as per DDM electronically/manually and expedite review and approval of the same.

· Download of all Projects related Drawings and Documents from EDMS / Documented / FTP Server and transmitting to design/vendor/client as applicable company standard.

· Generate and maintain transmittals of project documents and drawings through EDMS.

· Maintain & keeps update the central filing system for easy retrieve & future reference.

· Generate Reports of Outstanding report, Comment/overdue reports, Deliverable status report, Progress mark-up reports & request by project control.

· Forward Client and other recipients comments to Originating Engineer.

· Maintain In-house deliverable & Client data.

· Expedite Vendor(s) for documents and drawings.

· Maintain separate logging system for onsite construction documents like ITP, MS, TQ, MAR, and follow up with the contractors for approval.

· Ensure effective management of the day-to-day operations of the document center.

Experience in India
Document Controller, LEA Associated South Asia Pvt. Ltd., INDIA - July-11 to Nov-14
Project
:
Independent Engineer services 4 - Laning of Belgaum - Khanapur Section (km 0 .000 to km 30 .000) and 2 - Laning with paved shoulder of Khanapur-Kamataka /Goa Border Section (km 30.000 to km 84.120)of NH-4A in the state of Kamataka DBFOT Basis under NHDP-Phase-III ( Package No: Kar/ Phase-III/IC-8/2010 )  Project, Belgaum.
Client

:
National Highway of India

Contr

:
GVR
Responsibilities 
:
· Monitoring and day-to-day supervision of DCG operations in line.

· Ensure documents are numbered, filed and made accessible as appropriate.

· Ensure docs are transmitted to the appropriate clients in a secure and efficient manner.

· Ensure Documentation complies with an acceptable standard of quality and format.

· Establishing, monitoring and updating of the Project Distribution Matrix.

· Ensure that the Drawings are scanned & attached in System according to doc. number.

· Receiving Non-Technical/Technical Docs, Drawings, Data sheets, Specifications & Vendor Docs & Distribution of Doc, Drawings as per disciple to relevant Site / Office Personnel.

· Maintaining latest Drawings/Documents by Disciple [Civil, Mechanical, Electrical, & Inst] for ready reference in Document Control Department.

· Transmit comments to Contractor within the contractual Review Cycle.

· File and maintain the latest revision status of Documents / Drawings in Master File.

· Maintain a current & superseded set of project hard & Electronic copy deliverables.

· Preparing Daily Progress Reports based on input from Document Control Staff.

· Proficiency in Computer Applications MS suite and customized Software - using in-house 

· In addition to Technical Aspects, regular day to day correspondence.

Document Controller, Zilla Panchayat District Support Unit - July-07 to Jun-11
Project
:
Jal Nirmal Project, Belgaum, Karnataka, INDIA
Client

:
Government of Karnataka (GOK)
Responsibilities 
:
· Assisting ZP-DSU in planning, monitoring and evaluation of project implementation as per the scheme cycle.

· Assisting in preparation of detailed monthly, quarterly and annual progress reports at ZP-DSU level for onward submission to KRWSSA.

· Coordinate with ZP-DSU Staff, SA / NGOs, PRED and other stakeholders in compilation of all relevant Data and transmit to KRWSSA

· Assess field level success in areas of inclusion, subsidiarity, community mobilization and build up social capital.

· Implementing monitoring system, which would include beneficiary assessments, women’s development activities, provide feedback, case studies, lessons learnt best practices, etc, to KRWSSA / DSUs to publish in newsletter, magazines for wide dissemination and scaling up.

· Arrange for GP wise regular review and performance of scheme implementation and feeding back to the DPIC for regular monitoring and assisting in developing comprehensive monitoring system.

· To organize training to staff of ZP-DSU and GPs on computer application, data compilation, data analysis and transfer mechanism. 

· Submit Monthly physical and financial progress reports within the stipulated time period, Annual Reports and Specific reports on M&E activities, such as report on methodology and tools for both pre-implementation and post-implementation baseline data collection and impact evaluation, consolidated household and village baseline reports as prescribed in the definite format prepared by KRWSSA.  

· Reports on staff meetings, monthly / quarterly / half yearly / annual reports are prepared.

· Data entry in the MIS and maintain its functionality.
Computer Operator, K.K. Roadways, Belgaum, Karnataka - Apr-96 to Jul-97
Project
:
HINDALCO Project, INDIA
Client

:
HINDALCO

Responsibilities 
: 
Handling Individual Computer System, Processing Reports & Project Proposals, Official & Business Letters, Audit Statements, Drafting up of Salary Statements, Maintaining Correspondence, & Handling Internet Messages.

Education
· Degree : Bachelor of Commerce, Dharwar University, Karnataka, India in 1996.

· Diploma In Computer Applications & Office Automations in 2002  

· Junior Typing  : Karnataka Secondary Education Board, Bangalore in 1991

Systems Experiences and Proficiencies
· Windows 98/00/XP/Seven, MS Office 2010, PageMaker.

· EDMS includes: SharePoint, Documentum & MS Access.

· Adobe Acrobat (Distilling to PDF Format)

· File Transfer Protocol (FTP) & CD Burning and Scanning

· Ability to grasp use and operation of new software packages to aid the support of EDMS.

· Ensuring quality of Documentation meets company and project standards and procedures.

· Typing :  60 words per minute.

Personal Details
Personal
: Male, Married, Indian
Date of Birth
: 08th May 1975
Linguistic Ability
: English, Arabic, Hindi, Kannada & Marathi
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