RESUME



Personal Information:
Name
:
Anusiya

E-mail
:
anusiya.382159@2freemail.com 
Profession
:
Document Controller
Post looking for
:
Document Controller / Admin Officer Nationality
:
INDIAN
Date of Birth
:
28/04/1982
Education:
· Master of Human Resource Management (2003-2005)
· Diploma in Labor Law (2004-2005)
· Bachelor of corporate secretary ship (2000-2003)
Computer Proficiency:
· Basic working knowledge of personal computer (i.e., Word, Outlook, Excel, PowerPoint, and Intranet).
Organization Skills
· Attention to detail and can manage large volumes of data. Is accurate, conscientious and self-motivated. Exhibits flexibility to changing environment and can work concurrently on multiple requests and projects. Uses independent judgment and can proceed on own initiative.
Teamwork.
· Able to work cooperatively and effectively as a member of a team, Contributes and demonstrates commitment to the team. Understands and uses quality improvement concepts and methods. Seeks opportunities to assist others.
Communication Skills
· English, Tamil & Malayalam.
· Clear communication both orally and written. Clear, concise and tactful in verbal interactions, establishing and maintaining positive rapport. Able to maintain a friendly demeanor while dealing with multiple requests. Displays professionalism.
Special Features
· Adopt an effective assistant's role in providing support to the office.
· Co-operates with co-workers, responding politely to internal and external customers, works as a team member, functioning under intense time pressure and responds in a positive manner to supervision.
Field Work Experience
· TV Sundaram Iyyengar & Sons, Madurai.
· Raju Spinning Mills, Rajapalayam
· Tamilnadu State Transport Corporation, Madurai
Project Undergone
· A study on Welfare measures in TVS Madurai.
· Block placement in Bharat Heavy Electrical Ltd., Vellore.
Professional Experience (7Years 8 Months)
Sep2 017 to Mar 2018
DMC Automotive Pvt Ltd. (Chennai)
Apr 2015 to May 2016
GS Engineering & const. (Kuwait)
Worked as a Document Controller Clean Fuel Project (CFP)
Mar 2011 to Feb 2015


Hanwha Engineering & Construction in the Project of (Upgradation of Obsolete Fire Detection, Alarm & Suppression Systems at KNPC Sites including the Phase out Halon Systems — MAA Refinery (Kuwait).
Worked as a Document Controller / Admin Assistant
May 2005 to May 2010

For ICICI Bank (Alpha Branch, Tamil Nadu-India) Administrative Assistant
Duties & Responsibilities as Document Controller:
· Gathering, compiling, cataloging, indexing, distributing and controlling Technical Data Documents, Equipment Installation, Operating Manuals, Manufactures Information, and other data needed to manage Process Design, Operations, Contracts, Procurement and Maintenance. • Receive & Submission of Engineering and Vendor documents as per project quality plan.
· Mark up the document distribution matrix.
· Maintained an archive and file retrieval system.
· Produce weekly status report for management
· Report to Project Control Manager
· Hands-on experience in the Project filing system
· Maintain computerized archives.
· Management of electronic records and records databases, coding, indexing. Perform filing, retrieval, scanning, routing, delivery and file maintenance.
