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CURRICULUM VITAE

FAISAL







Mob: C/o 971505891826
E-mail:- faisal.146997@2freemail.com 
Sub: Apply for the post of Document Controller
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  CAREER OBJECTIVE
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Over Thirteen Years’ experience in Administration of mega Project Documentation from initial set-up to project close-out, which includes excellent control over the latest compatible PC's and Macintosh computers with advance software’s and other Project Document Management software’s used to Design, Implement and maintaining the Project related data with accurate tracking and reports. 

  KEY SKILLS
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· Experience in document control document imaging, document archiving and maintenance of electronic and physical documents.

· Excellent command over written and verbal English.

· Skilled in reviewing and preparing statistics reports.

· Ability to interact and coordinate with internal and external business partners.

· Proficient with MS office, Spread sheet, Visual Basic, EDMS and Primavera knowledge of Aconex.
· Strong interpersonal, analytical and teamwork skills.

· Able to react quickly and effectively when dealing with challenging situations.

· A comprehensive understanding of health and safety regulations.
Professional Experience 13 years: (9 Years Gulf Experience & 4 years in India)
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  Experience in Gulf (9 Years)
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· Employer
   : Jacobs Engineering & Consultant
Job title
   : Document Controller
Project 2          : Sadara Polyethylene Project Jubail

Client

   : SADARA/Dow Chemicals
Duration
   : July, 2014 to July 2016
 Duties & Responsibilities
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1. Receive all kinds of documents from contractors.  (letters, Transmittals, ITP, RFI, MAR, delivery notes, Work inspections, drawings, material submittals, method statements, vendors, reports etc 
2. Manage all Quality documents (RFI, ITP, Method Statements, Drawings etc .

3. Established auditable electronic and hard copy library system for Construction and Project Management Team.
4. Supervise / control project documents / drawings / Vendor Packages/ Plans & Procedures/ Method Statements/ RFI’s/ NCR/ SOR/ ITP’s/ material submittals.
5. Maintained and distributed information & notices for latest or superseded documents in an efficient and expeditious manner.

6. Tracked and issued drawings & documents required by the PMT Construction Team and Contractors as per schedule.
7. In-charge to maintain the standard documentation procedure as required by the client.
8. Preparation of project deliverables (IFC) for submittal.
9. Received and accurately registered work packages, specifications, procedures and project manuals.

10. Supervised transmission of work packages issued to contractors. Ensured latest documents issued at all times, reproducible and in good quality.
11. Maintaining & ensuring all Quality Documents such as QVD’s, O&M Manuals, Test Procedures, MC Certificates, TCCC & Startup Procedures is in order prior to Turnover.

12. Developed and maintained document master list using MS Access and MS Excel shared on local area network and accessible at all times with hyperlinks.

13. Full Coordination with the field engineering team for the issuance / control new revised document / drawings / Operation & Maintenance, RSPL, MEL / CRF.
14. Performed quality check on IFC and Vendor drawings as per Engineering CAD procedures. Conferred document originators for document discrepancies. 
15. Distributed new & revised documents to Construction Area Managers and Lead Field Engineer in accordance with Project Document Distribution Matrix.

16. Maintained all project procedures, contracts & legal documents and placed in a secured document control room.
17.  Facilitated contractors invoice for review and payment acceptance. Including processed of Change Notices, Change Proposals & Change Orders.

18. Maintaining the Punch List/Exception List and submitting the Report on Regular basis.

19.  Received and processed Mechanical Completion Systems handover for client review and acceptance. 

Project 1 
   : Marafiq Power & Water Utility Plant for Jubail & Yanbu

Job title
   : Document Controller
Client

   : Marafiq 
Duration
   : February, 2013 to June 2014
Duties & Responsibilities
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1. Receive all kinds of documents from contractors.  (letters, Transmittals, ITP, RFI, MAR, delivery notes, Work inspections, drawings, material submittals, method statements, vendors, reports etc.

2. Manage all engineering documents generated during the execution of project.
3. Develop update and maintain project document register (s).
4. Draft all Letters and send to Contractor by mail.
5. Provide project manager update of the outstanding correspondences pending for response.
6. Receive transmittals from contractors and forward it to concern Engineer, thereafter as per concern Engineer’s review and comment, issue transmittals to contractor.
7. Manage Filling & Log register for Incoming & outgoing correspondence, transmittals, RFI, ITP & NCR etc.
8. Manage flow of drawings from engineering contractor(s) and equipment vendors.
9. Implement and manage contractor system for controlling the smooth flow of engineering comments and documents return.
10. Set standards and manage contractor and vendor’s production of drawings and documents to company standards.
11. Organize and maintain location of data files.
12. Integration of new drawings into the current company documentation system.
13. Demonstrate high level of computer literacy with MS Office and Data Base Software.
14. Supervise / control project documents / drawings / Plans & Procedures.
15. Ensure project documentation section operates accordingly to client standard.
16. Full Coordination with the field engineering team for the issuance / control new revised document / drawings

17. Maintain / update of project software as per project standard.

18. In-charge to maintain the standard documentation procedure as required by the client.

19. Final document handover.
20. Control all Technical Documents related to QA/QC.
· Employer
: Mechanical Contracting Services Company
Job title 
: QC Document Controller
Project 
: EPC Tank Battery Project for Tatweer Petroleum Bahrain under the          

  guide line with JGC (Engineering & Procurement).  

Client

: Tatweer Petroleum Bahrain
Duration
: May, 2012 to January 2013
Duties & Responsibilities
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1. Update Material Details and welding detail in JGC based software CMS (Construction Management System).

2. Make quantity survey for pipe welding and joints and interring in the system.
3. Receive all incoming correspondences and stamped. 

4. Submit all kinds of documents to the Consultant and Client.  (letters, memos, ITP, QCP, FCN, TQ, MAR, delivery notes, Work inspections, drawings, material submittals, method statements, vendors, reports, etc…)

5. Assign correspondence and distribute to project engineers for their action base on the document distribution matrix.

6. Scan and file electronic correspondences into the server.

7. Maintain records and establish systematic filing based on MCSC standard procedure.

8. Prepare Mechanical Completion Certificate of the punch-listed facilities.  Organize and maintain standard filing system.

9. Perform other similar or related duties as and when assigned by the Senior Project Manager or Project Manager.

10. Perform verification process for project deliverables to the Client, i.e. vendor documents for Inspection Record Books, Installation & Operation Manuals, and Project Photostat Books.

11. Provide project manager update of the outstanding correspondences pending for response.

12. Consolidate reviews and verifications of needed vendor documents prior to final submittal to the Client.

13. Maintain database and indexes associated with both Engineering and Vendor Documents.

· Employer
: Consolidated Contractor International Company W.L.L (E.P.C. Contractor)
                          
  (E.P.C. Contractor)
Job title
: Document Controller
Project - 2
: Princes Noura Bint Abdul Rahman University 

Client

: Dar Al-Handasah
Duration
: March, 2010 to Feb, 2012

Project - 1
: Khafji Field Development Project Phase-I
Client

: Aramco / KJO (Khafji Joint Operation)
Duration
: October, 2007 to October, 2009
EPC Contract for KJO’S (Khafji Joint Operation – A Joint venture of Kuwait Oil Gulf Company & Aramco Gulf Operation) Khafji Field Development Project On Shore Phase-1 for Crude Oil & water transmission & distribution with process & Control & Recreation Buildings.
 Duties & Responsibilities
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1. Coordinate with DAR and update all letters for DAR Approval and also update drawings, Submittals, SCR, Material details, PMMA in Primavera.

2. Receive all incoming correspondences and stamped. 
3. Submit all kinds of documents to the Consultant and Client.  (letters, memos, ITP, QCP, FCN, TQ, MAR, delivery notes, Work inspections, drawings, material submittals, method statements, vendors, reports, etc…)
4. Assign correspondence and distribute to project engineers for their action base on the document distribution matrix.

5. Scan and file electronic correspondences into the server.

6. Log and reconcile correspondence against incoming and outgoing.

7. Provide project manager update of the outstanding correspondences pending for response.

8. Maintain records and establish systematic filing based on CCC standard procedure.

9. Prepare Mechanical Completion Certificate of the punch-listed facilities.  Organize and maintain standard filing system.
10. Upload documents provided by CCC E.P.C group.
11. Perform other similar or related duties as and when assigned by the Senior Project Manager or Project Manager.
12. Assist in the project close-out work activities associated documentation for final delivery of Project Record Books to Saudi Aramco/ KJO.
13. Perform verification process for project deliverables to the Client, i.e. vendor documents for Inspection Record Books, Installation & Operation Manuals, and Project Photostat Books.
14. Consolidate reviews and verifications of needed vendor documents prior to final submittal to the Client.
15. Maintaining database and indexes associated with both Engineering and Vendor Documents.
     Experience in India (4 Years)
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· Employer
   : Super Steam Boiler Engineers Pvt. Ltd Mumbai, India
Job title
   : Document Controller
Project            : 50 Tph Water Tube Boilers

Client

   : Bhairavnath Sugar Works
Duration
   : September, 2016 to till July 2017
Duties & Responsibilities
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1. Receive all kinds of documents from contractors.  (Letters, Transmittals, ITP, RFI, MAR, delivery notes, Work inspections, drawings, material submittals, method statements, vendors, reports etc).
2. Supervise / control project documents / drawings / Plans & Procedures/ RFI’s.
3. Maintained and distributed information & notices for latest or superseded documents in an efficient and expeditious manner.

4. Tracked and issued drawings & documents required by the Team as per schedule.
5. In-charge to maintain the standard documentation procedure as required by the client.
6. Preparation of project deliverables (IFC) for submittal.
7. Received and accurately registered work packages, specifications, procedures.

8. Supervised transmission of work packages issued internally. Ensured latest documents issued at all times, reproducible and in good quality.
9. Maintaining & ensuring all Quality Documents such as Test Procedures, MC Certificates & Startup Procedures is in order prior to Turnover.

10. Developed and maintained document master list using MS Access and MS Excel shared on local area network and accessible at all times with hyperlinks.

11. Full Coordination with the field engineering team for the issuance / control new revised document / drawings / Operation & Maintenance, RSPL, MEL / CRF.
12. Performed quality check on IFC and Vendor drawings as per Engineering CAD procedures. Conferred document originators for document discrepancies. 
13. Distributed new & revised documents to Construction Area Managers and Lead Field Engineer in accordance with Project Document Distribution Matrix.

14. Maintained all project procedures, contracts & legal documents and placed in a secured document control room.
· Worked for ‘E-BASE MANAGEMENT’ as a ‘Documents Controller’ for the period of 1st June     

     2006 to 30th April 2007.
  Duties & Responsibilities
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1. Maintain Computer Software and related Programs.

2. Handle incoming and outgoing faxes.

3. Prepare meeting as per register required.

4. Update all detail of customers and his loan. 

5. Update data to the concerned Application Software and making calculation of employees in company’s software. 
· Worked for ‘MICRO-CAT COMPUTERS’ as a ‘Computer Operator’ for the period of 1st January 2006 to 30th May 2006.

 Duties & Responsibilities
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1. Give guidance on courses and registration of students.

2. Prepare presentations in PowerPoint.

3. Handle incoming and outgoing faxes.

4. Coordinate and share ideas in relation to company policy and implementations. 
5. Draft all letters, and update all detail in Excel.  
· Worked for ‘HASNAIN TOURS & TRAVELS’ as a ‘Assistant Admin’ for the period of 1st February 2004 to 30th December 2005.

  Duties & Responsibilities
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1. Online Registration of clients who’s going to Hajj and Umrah.

2. Update client’s details in Excel Sheet. 

3. Assigned responsibility for all incoming and out going faxes.

4. Send mail to customers with his registration & Journey details.

5. Operate Photoshop Software to Scan and Print out photos and documents of Clients.
6. Responsible to arrange and coordinate with courier regarding emergency documents to be sent to concerned authorities or to the clients.
    EDUCATIONAL QUALIFICATION
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· Passed B.Com from Shobhit University. 
· Passed H.S.C. (COMMERCE) from Kolhapur Board.   

· Passed S.S.C. from Kolhapur Board.

    OTHER QUALIFICATION 
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· Completed Diploma in Office Automation. (Operating windows 98, Win ME, Win XP, Ms Word, Excel, Power Point, Front Page, Outlook, Surfing & Browsing Internet).
· Completed Diploma in Web Page Designing. (Corel Draw, Photoshop, Flash, GIF Animation, DTP & Page Maker)

· Completed Diploma in Auto-cad (2D).

· Completed Diploma in 3D Max (3D Animation).
    PERSONAL DETAILS
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 Name
 

: Faisal 

 Date of Birth

: 24th February 1985 

 Place of Birth 
: Chiplun, India
Nationality

: Indian

 Religion

: Muslim 
 Marital status

: Married 
Languages Known
: Fluent in English read, write and speak, Hindi read, write and 



  Speak, Arabic read & speak. 
    PASSPORT DETAILS
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 Date of Issue

: 16-02-2015
 Date of Expiry

: 15-02-2025
 Place of Issue

: Riyadh
    DECLARATION         
 [image: image19.png]



In the light of above mentioned qualification & experience I request your good selves to consider this application and do the needful things to give a chance to serve under your kind control. I shall be very much thankful to you for this act of kindness.
Thanking you in anticipating. 

       Yours Faithfully 









           (Faisal)
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