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Document Controller / Secretarial /  Admin
Objective

 
To seek challenging opportunities in administrative and Documentation services.
Personal Information

	Date of Birth
	20th January 1982

	Marital Status
	Married

	Nationality
	Indian

	Languages Known
	English, Hindi  & Tamil

	Visa Status
	Visit Visa – (To Join immediately)

	Total Experience
	7 - Years


Education
	Degree / Certificate


	University/Institution



	Bachelor’s Degree in Computer Science


	Texcity College of Arts & Science College
Bharathiar University (2001-2004)

	Computer Education



	Diploma in MS Office
	Computer Software College, Coimbatore

	Certificate  in AutoCAD
	MECH CI Cadd, Coimbatore

	Certificate in Hardware & Network Engineering
	ACCEL IT Academy, Coimbatore



Skills and abilities
· Good command in English and excellent correspondence skills.
· Routine office work, office management, and administrative functions.

· Good work results with minimum supervision and maintain confidential records and files
· Able to form good working relationships, especially with staffs in other departments.

· Excellent Secretarial and office skills, good working knowledge in Ms Office package

· Ability to perform secretarial and clerical duties with speed and accuracy with minimum Supervision.

· Diploma in MS Office

· Distinction in typewriting lower.
· Ability to type at 35 words per minute
Career History
	Employer
	Target Engineering Construction Company, Abu Dhabi

	Period
	30 March 2011 – 15th July 2015

	Position
	Document Controller cum Secretary


Job Description

· Giving Secretarial support to the organization and other superior staff in completing day-to-day operations and other duties as assigned.
· Implement and maintain the document control management system of the project.
· Compiling and maintaining up to date document control registers for each project, showing the latest issues of the deliverables;

· Filing and storing master copies of all drawings, specifications and related documentation;

· To maintain log for all the incoming and outgoing correspondence and coordinate repairs of office equipment’s.

· To send and receive E-mail messages and distribute the documents to the concerned staff as indicated in the distribution list.
· Operating Project Document Control System for retrieving the correspondences, Documents, Transmittals, Specifications and Drawing etc.

· Maintain and update document distribution and circulation. Ensure that only the documents with the latest revision are used.

· Implementation of an excellent filing system for the department. Maintains and/or creates files or record keeping systems. Sorts, labels, files and retrieves documents, or other materials. 

· Ensure systematic archiving of all documents facilitating quick retrieval as required. 

· Preparing and managing correspondence, reports and documents.

· Implementing databases and organizing filing system.
· Create files accordingly and maintain hand copy and electronic filing system.
· Monitoring call for the Manager and responding to their requests as required.
· Setup and coordinate meetings and conferences.
· To attend all telephone calls received and coordinate of travel arrangements.

· To prepare letters as instructed by the Manager and take minutes at meetings.
· To Implement and maintain periodically updated backup softcopy’s for all correspondence as project wise.  
	Employer
	ARJ Engineering Services, Dubai

	Period
	21  February 2007 – 07 September 2010

	Position
	Document Controller cum Secretary


Job Description

· To Receive and send day-to-day emails and letters to the concerned staff as indicated in the distribution list.
· To make scan, fax and copy the correspondence as mentioned in the distribution list.

· To keep and maintain the auctioned correspondence hard copy and electronic filing system.
· To make filling system for all correspondence as project wise for hard document and computerized document.

· Maintain company secrets and procedures to be personnel confidential.

· To maintain and keep proper filling system as per organization standard of documentation procedure.

·  Keeping day-to-day filling of all documents as project wise as well as documents to be computerized as project wise.

· Making letter drafts as instructed by the organization

· Implementing and preparing documents, correspondence and reports

· To keep record and update day-to-day registration of all correspondence of incoming and outgoing computerized register logs.

· To keep updated file list and file labels for all correspondence as project wise.

· To Implement and maintain periodically updated backup softcopy’s for all correspondence as project wise.  
· To maintain log for all the incoming and outgoing correspondence and coordinate repairs of office equipments.
· To send and receive E-mail messages and distribute the documents to the concerned staff as indicated in the distribution list.
· Preparing and managing correspondence, reports and documents.

· Implementing databases and organizing filing system.
· Create files accordingly and maintain hand copy and electronic filing system.
· Communicate verbally and in writing to answer inquiries and to provide information
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