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IMRAN 
Mob: +971504753686 / +919979971283
Email: Imran.376340@2freemail.com 


Senior Profile – Document Control/Site office Administrator
Result-driven professional, with nearly 11 years of insightful experience in documents management systems and work techniques with clients and tracking all technical documentation and manage flow of information that enables management to devote more time to essential duties by providing filing and distribution systems that have ready access to all correspondence. Possess high levels of accuracy and attention to detail, good organizational abilities, and performing well in a fast paced and demanding environment. Innovative strategist and high performance executive with expertise in conceptualization and implementation of sound operational strategies. 
Core Competencies include…
Document Control

Project Planning & Development
Relationship Management

Business Development/ Growth
Vendor Management
Strategic Planning
Reports
Quality Management System
Budgetary Control/ Revenue Growth
Project Coordination
Administration & Accounts
Team / People Management

STRENGTHS & HIGHLIGHTS


· Extensive experience in setting-up and management of Document Control by establishing project specific Document Control Procedure including: 

· Document Numbering and Coding System based on project’s Work Breakdown Structure

· Project Filing System 

· Electronic Data Management System (EDMS) prescribed by the client/ company

· Review and approval work flow processes for major project documents (drawings, materials submittals, NCRs, RFIs, DFCs, Method Statements, Specifications, Inspection Test, etc.)

· Document Control Center Organization Chart

· Standard Forms to be used for the project such as Transmittals, Drawings Review Comments Form, Material Submittal Approval Form, Design Field Change Form, NCR Form, RFI Form, etc.
· Preliminary Turnover Procedure. 
· Outstanding skills in interacting with clients, Contractor, Engineers, suggesting viable solutions, cultivating relations with them for securing repeat business. Ability to effectively interface with people at all levels including C-Level executives, multiple stakeholders, clients, team members and associates.
· Visionary & decisive leader, noted for sound, practical management style and excellent communication, presentation & interpersonal skills. Proven ability to lead, supervise and motivate cross-functional team, purchase procedures and shipping procedures.

PROFESSIONAL EXPERIENCE


SAUDI DIYAR CONSULTANTS, RIYADH, KSA
Senior Document Controller (2014 – Present)
Key Profile: 
· Managing the project technical documentation (Incoming/ Outgoing), Issue transmittal letters to subcontractors, client and sites, submittals and correspondences and ensures proper distribution.

· Functioning as the Project Document Controller and a Personal Assistant to Senior Project Manager.

· Designing and implementing document management procedures such as document coding system, documents distribution and approval, correspondence and meetings procedures, documents classification for progress control.

· Ensuring proper implementation of EDMS for all submitted and processed drawings and documents with the use of ACONEX.
· Producing work flows and distributing documents received from Contractors to the relevant Engineer.
· Analyze new contracts requirements based on client needs and workflow for documents handling.
· Liaising with concerned parties i.e. Contractor, Client, Engineers etc. on matters concerning problems in documents submittal i.e. Document Number, Revision, Document Status, etc. and make action on the direction of the Resident Engineer.

· Maintain and update different logs i.e. Drawings Log (design, construction and as-built drawings), Material Submittals Log, NCRs logs, RFIs Log and other required logs for the Project Manager and Client.

· Prepare and submit regular Reports to the Project Manager, Design Manager, Project Control Manager and Site Supervision Manager.
· Review procedures and recommend/ submits proposal/ changes to Client in collaboration with the Resident Engineer.

· Manage the administrative works for the project team.
· Responsible for approval and submission of Employees Sick, Annual and Casual leave and assist Project Manager to approve time sheet for site-office staff and preparation of Monthly Attendance Sheet for client billing.
· Coordinate various office activities and operations to secure and ensure compliance to company policies.
· Responsible to generate and update records in electronic database with personnel, financial and other quality data.
· Plan, direct, coordinate and supervise administrative staff and divide responsibilities to ensure performance.
· Collaborate and communicate with the Head Office for preparation of Client bill.
· Streamline and simultaneously manage multiple tasks such as managing agendas, making travel arrangements and appointments, etc. for the upper management.

· Involve in handling official correspondences, following to phone calls, answering to enquires, etc.

· Instrumental role in administration of accurate tracking stocks of office supplies and placing orders when necessary.

· Submit timely reports and prepare presentations/proposals as assigned with a high degree of accuracy.

· Render support to the development team for solutions and assist colleagues whenever necessary.

MEINHARDT, ISLAMABAD, PAKISTAN
Project Coordinator (2012 - 2014)

Key Profile: 
· Worked closely with and assisted the Construction Project Manager in meeting deadlines and stay within budget on construction projects by planning projects, preparing documents and coordinating administrative support.
· Prepared scope of service requirements, RFPs, bid preparation & review.
· Assisted the Project Manager in the drafting and issuance of project proposals, RFP’s, tenders, budgets, cash flows and preliminary schedules.
· Collaborated with the accounting department as needed including managing the budget, tracking expenses and minimizing exposure and risk in the project.
· Coordinated and negotiated with the contractors in the completion various phases of the project.
· According to the direction from the Project Manager, coordinated and followed-up among parties involved in the project, which included the architects, consultants, contractors, sub-contractors and laborers and negotiated changes to contracts with architects, consultants, clients, suppliers, and subcontractors.
· Updated the invoices received, paid and billed, communicated with vendors to arrange payment.
· Developed reports and completed various administration tasks within the guidelines and policies of company and special projects as assigned.

· Coordinated purchasing functions including creating purchase order for Subcontractors and vendors and tracking after assigning the work to the contractors.
PREVIOUS ASSIGNMENTS


	Organization
	Designation
	Duration

	INTERGENEX LLC, ISLAMABAD-PAKISTAN
	Projects Coordinator
	2009 - 2011

	ALCATEL LUCENT, ISLAMABAD
	Regional Site Acquisition Coordinator
	2007 - 2009

	NSN (NOKIA SIEMENS NETWORKS), LAHORE
	Site Acquisition Executive
	2005 - 2007


ACADEMIC CREDENTIALS


· MBA (Information Technology), PIMSAT (2003) – CGPA: 4.3
· BA (Journalism), BZU (1998) – 75% 
Technical Skills: 

· MS Office: Word, Excel, Power Point
· MS Windows
· MS Project, MS Visio
· Primaver P6
· Adobe Acrobat
· Software installation
· AutoCAD

PROFESSIONAL DEVELOPMENT


· Aconex (3 Month training)
· Primavera P6 Certification
· AutoCAD Certification

PROJECTS


· Project Title: Telenor Project (3 years)
Client & Location: Telenor, Lahore Pakistan
Team Size: 15 members (05 subordinates)
· Project Title: CMPAK (3 years)
Client & Location: China Mobile, Islamabad Pakistan
Team Size: 10 members (10 Subcontractors)
· Project Title: New Office Building (3 years)
Client & Location: US embassy, Islamabad Pakistan
Team Size: 12 members (12 Subcontractors)
~ Date of Birth: 5th May 1977 ~ Nationality: Pakistan ~ Languages Known: English, Urdu, Punjabi ~ Passport Details: Valid Till: 18 Jan 2021 ~ Visa Status: Employment ~ Address: Behind Batha, Riyadh KSA (Current) District Sawat, Tehsil Behrain, Pakistan (Permanent Address)
~ References: Available Upon Request ~
[image: image1.png]




