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                     CURRICULUM VITAE

Name

: 
Naseef 





E-Mail                   :           Naseef.374488@2freemail.com 

Objective.
To be in an organization where I can nurture my skills, talents and work in competitive environment, to meet challenges, to make my service indispensable to those I work for and I would like to rise along with the organization.

Career Summary: 
Motivated Document Controller with over 8+ years of organizational expertise. Exceptional at providing services in the area of operations documentation management including implementation of automated documents for systems generation with an eye to future updates and modifications.
CURRENT EMPLOYMENT CHRONICLE.

Position Held:  Senior Document Controller.
JV - UIE & 4trust L.L.C, Muscat, Oman.  
Jan‘2016 – June’2017
Responsibilities.
· Create and maintain tracker for drawing/documents approval process and technical submittals.
· Follow up with vendors / consultants about whether the emailed file has been received and notify them of any delay in response time.
· Record keeping of received and sent letters to the various consultants and other contractors.
· To maintain proper records for all documents whether inside or outside the company.
· Remove superseded drawings / technical data, and replace with more current data from the site team.
· The drawings and technical data are issued to the site team for review and implementation, any revision to this is to be immediately intimated to the site team and the old records stored separately for future reference when issuing the latest data to the site team.
· Maintain electronic registers for Letters, MOM, Memos, Reports, Transmittals, Drawings, DPR, Safety & Quality related documents. 
· Maintain central filing of all project documentation.
· Uploading all project related drawings received from consultant & MEP contractors and distributed to all concern people for review, inputs & approval.
· Using document numbering system for maintaining the documents.
· Ensure that Project Team and contractors comply with the document management system process and procedures.

· Work closely and liaise with contractors’ document control group in all matters relating to document control.

· Maintain document logs for correspondence, material approval submittals, shop drawing, RFI (incoming & outgoing).

· Receiving and distributing all documents. Preparation transmittal sheets for Inspection Requests, Material & Shop drawing submittals and Filing etc.

· To ensure compliance with quality assurance requirements at all time.

· Coordinate engineering key performance indicators.

Previous Employment (3):
Position Held:   Document Controller.
ETA Star Engineering Projects Pvt. Ltd, Chennai, India.  
Jan‘2009 – Dec’2015 
Responsibilities.
· Responsible for proper upkeep of all documents pertaining to project correspondences between the clients and the vendors including all technical, non technical, vendor, construction and final project dossiers.

· Receive technical drawings from various discipline engineers and accurately fill the Technical Document Register reflecting details of the documents to be submitted to the client .

· Establish and maintain an up to date document control system which ensures an easy retrieval. 

· Maintain Tracking Log for all Incoming & Outgoing correspondences, Technical submittals, Shop drawings, etc. 

· Archives on both papers and electronic copies for formal transmittal to clients and vendors.

· Co-ordination with the contractors and sub –contractors.

·  Prepare documents transmittal and issue copies to clients, consultancy & customer as requires.

· Ensure that an issued copy is the correct version.

· Keeping record of acknowledgement of issued documents.

· Records of outgoing documents in proper manner.

· Releasing IFC (Issued For Construction) drawing transmittal record.

· Maintaining As built drawing records.

· Keeping record of Vendor Queries, Customer requirement with proper transmittal.

· Keeping record of Consultant document.

· Keeping record of internet transmittal like FTP (File Transfer Protocol)

· Maintain  Master and duplicate copy of transmittal in both way (Hard copy / Soft copy)

Previous Employment (2):
Organization:



Shivpad Engineers Pvt. Ltd., Chennai – India   

Type:                      


Water and Waste Water Treatment Equipment 

Position Held:           


Asst. Store Keeper
Duration:




From Sep’2006 to Jan’2009

Responsibilities:
· Receiving purchase requisition from the stores, send to the purchase enquiry to concerned suppliers,

· Collect the quotes from the supplier and make the comparison chart with last cost and selling price for the approval,

· Make the purchase order with our terms and condition and send to the supplier.
· once items received we should verify the goods condition and compare the invoice amount and quantity with purchase order

· After material received must inspect all items

Previous Employment (1):
Organization:


BHAVINI (BHARATIYA NABHIKIYA VIDYUT NIGAM LTD)

Type:                      

A Government of India Enterprise, Power Plant at Kalpakkam  

Designation:           

CAD Engineer.
Period:



From Nov’2004 to Aug’2006

Responsibilities: 
· Drafting of mechanical parts for Reactor.
SOFTWARE SKILLS:

· AutoCAD & MS Office 
SCHOLASTICS:
B.E. (Mechanical Engineering) From Velammal Engineering College (2004), Chennai.
PERSONAL DOSSIER
Date of Birth




:
18th May 1982                              

Nationality




:
Indian.

Marital Status




:
Married.

Languages Known 



:
English, Tamil, Hindi

Place 
:







Signature

Date
:
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