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Rency.372072@2freemail.com 

OBJECTIVE
I want to succeed in an environment of growth and excellence to meet personal and organizational goals.
Position applied for Document Controller Cum Secretary/Admin (Oil & Gas, EPC) or any position that will suit my qualification, experience.
ROLE PURPOSE
Handling Project Documents, Document Submissions to Different Clients, Receiving Documents from Clients, Updating Document Register, Distributing Documents to Concerned Persons, Updating General Documents, Updating ERP, Updating Training Certificates, Assisting Project Managers, Coordinating with project sites etc..
WORK EXPERIENCE & PROJECTS – IN GULF(8.4 Years)
From March 2009 to Till Date

ALSA ENGINEERING AND CONST. CO L.L.C ABU-DHABI U.A.E 
AN ISO, 9001 AND 14001 CERTIFIED COMPANY
Presently working as a Sr.Document controller (Head Office Base) with 8+ Year Exp.
Major Projects Handled:-

· Client :   GASCO (Supply of Sales Gas to EMAL – New    36”Pipeline)   
· Client :  ABUDHABI COMPANY OF ONSHORE OIL OPERATION (Fire & Gas Alerting Facilities Enhancement At RDS’s,      RMS’s and Receiver at BAB)
· Client :  ABUDHABI COMPANY OF ONSHORE OIL OPERATION (Construction Works for Asab, Sahil, AGGI and Shah Oil Facilities Modifications (Batch-3)
· Client :  ABUDHABI COMPANY OF ONSHORE OIL OPERATION (Construction for Replacement of Well Kill Line for OGD (0) & (1) at Bab)

· Client :  ABUDHABI COMPANY OF ONSHORE OIL OPERATION (EPC for New Additional Manifolds at BAB RDS-2, Additional Manifolds at RDS 4 & 5 and supply & construction of Main Oil Pump Metering Skid)
· Client : SK Engineering & Construction, Abu Dhabi,  UAE (Bab Gas Compression Project (Thamama C, D & Units 6, 7 & 13)

· Client :  ABUDHABI COMPANY OF ONSHORE OIL OPERATION & SKEC (Construction works for gas pipelines and associated civil works (80 KM's of cross country)
· Client : ADOC (Installation of Sour Gas Booster Compressor (C-300 TF) and Sour Gas Dehydration Unit (TEG-300TF)"
· Client : NATIONAL PETROLEUM CONSTRUCTION COMPANY (NPCC) – (EPC, Pre- commissioning and Commissioning of Pipelines related to Re-routing of Existing Inter Refineries Pipelines passing through Khalifa City.)
· Client :  ABUDHABI COMPANY OF ONSHORE OIL OPERATION (Implementation of Vapour Recovery Compressor Modifications and Miscellaneous Plant Modifications, No. 15122.01/EC 10777)

· Client : GASCO (Supply of Sales Gas to Masdar Shams-1, No. 162571)
· Client :  ABUDHABI COMPANY OF ONSHORE OIL OPERATION (EPC for Bab North 3 New Water Injection Clusters - (Bab Area) No. 15173.01/EC 10788
· Client :  ABUDHABI COMPANY OF ONSHORE OIL OPERATION (Construction of Oil and Water Flow lines, Wellhead Facilities and Tie-ins (Package -B) No. 15117.01/EC 10775
· Client :  ABUDHABI COMPANY OF ONSHORE OIL OPERATION (Construction Works for ASR Gas Wellheads and Flow lines Installation - (Asab & Bab) No. 15153.01/EC 10782
· Client : DUSUP(Installation of Filter Facilities on 20" and 36" Gas Pipelines Project - Construction Works) No. DUSUP-11-3003
· Client :  ABUDHABI COMPANY OF ONSHORE OIL OPERATION (Additional Production Manifold at Bab RDS-3)     No. 15154.01/EC 10783
· Client :  ABUDHABI COMPANY OF ONSHORE OIL OPERATION (Replacement of Damaged Pipelines of Water Injection Clusters 43, 44, 47 & 48 at Bu Hasa) No. 15155.01/EC 10789
· Client : GASCO (EPC for Installation of New Metering System at Asab, Bab and Bu Hasa Sites) No. T.P.11.075
· Client :  ABUDHABI COMPANY OF ONSHORE OIL OPERATION (Installation of Multiphase Flow Meters at RDS 1,2,3,4,6 & BCDS / Replacement of Nitrogen Supply at BCDS / Provision of Chemical Injection Pump at RDS-5)                        No. 15324.01/EC10810
· Client :  ABUDHABI COMPANY OF ONSHORE OIL OPERATION (Engineering, Procurement and Fabrication of Manifolds at Asab Fields) No. 15543.01/ EC 10854
· Client :  ABUDHABI COMPANY OF ONSHORE OIL OPERATION (Tie-in of Five Water Injectors at Bu- Hasa) No. 92271666
· Client :  TAKREER (FLARE GAS RECOVERY PROJECT (FGRP) PHASE -2) Project No. 5628
· Client :  ABUDHABI COMPANY OF ONSHORE OIL OPERATION (Construction of MPP, MSMs and MPFMs at Bu Hasa RDSs) No.15030.01
· Client :  ABUDHABI COMPANY OF ONSHORE OIL OPERATION (EP for Rumaitha North CO2 Injection Project) No. 15606.01 / EC 10870
· Client :  ABUDHABI COMPANY OF ONSHORE OIL OPERATION (EPC FOR BAB FAR NORTH CO2 INJECTION PILOT PROJECT) No. 15606.02 / EC 10870
· Client : TR-CAE-GASCO (IGD-E (Phase -1) – Package 3 Onshore Pipeline and Habshan Modifications Project – Electromechanical Works)
RESPONSIBILITIES:

· Sorting all internal, external project related correspondence, letters and other package.
· Distribution of letter and document to the concerned parties by E-mail or hard copies
· Drafting letter, fax and preparing Tender submittal as per requirement.
· Preparing Enquiry different supplier to different subject and preparing of price comparison. 
· Photo-copying, faxing, E-mailing and filing all documents for easy Access when ever required.

· Organizing and arranging project related document & file in archive.
· Preparing of project completed Dossier. 
· Coordinate with all departments for gathering and transmitting required information and follow-up.

· Data entry (EDMS) and filling.
· All QC related job.
· Perform any other job that may be required from time to time.
ADDITIONAL SKILLS:
· Leads a group of document controllers and/or records clerk working as a dedicated team for EPC, detail engineering and/or construction engineering project or several projects, or any specific task.
·  Ensures implementation of engineering procedures related to document control of a dedicated team for EPC, detail engineering and/or construction engineering project or several projects, or any specific task on hand. 
· Ensures proper receiving and registration of Client provided document, including in-house generated document. 
·  Controls issuance of document numbers, including maintenance of proper document registers. 
·  Monitors document inter-discipline check (IDC) in collaboration with the Project Engineering Managers (PEMs). 
·  Reviews completeness of documentation and accuracy of document transmittals. 
·  Ensures quality of document reproduction, scanning, microfilming and distribution in accordance to Project requirement. 
·  Prepares and maintains AFC and As-built Photostat books for EPC projects or detail/construction engineering project, either for in-house use or for onward transmittal to Client during project closeout. 
·  Ensures proper document classification, sorting, filing and proper archiving. 
·  Performs document quality check in accordance to Company engineering document control procedures. 
·  Performs file backup to ensure proper storage and archiving of electronic registers. 
·  Performs proper disposal of obsolete documents during project closeout in accordance to engineering procedures and/or project requirement. 
·  Prepares engineering project reports, as may be required. 
·  Provides input in identifying system and procedure enhancement, including software applications. 
· Office Administrator with all supports

· Provides training and guidance and supervision to subordinates.
EDUCATIONAL QUALIFICATION
· Master Degree in History from MG University, India
· Bachelor Degree in History from Kerala University, India 
· Pre-Degree from Kerala Board Examination, India
· Secondary School of Leaving Certificate 
Computer skill:
M.S Office (word, excel, power point, & outlook express) Email internet & General Hardware knowledge.
Knowledge in Online Document Submission Software:

(ACONEX, EZDELCOM etc…)
PERSONAL INFORMATION:
Marital Status            
:           Married
Nationality                 
:           India
Date of Birth              
:           20-01-1983
Visa status                  
:           Employment Visa   
Passport Valid


:
     08 September 2025
Gender                             
:           Male

Language                         :
           English, Hindi, Malayalam & Tamil
Declaration:-
I hereby declare that the above mentioned information is correct and complete to the best of my knowledge and belief. I am in possession of the documents in proof of all the claims in this resume.
Place: Abu Dhabi
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