Gulfjobseeker.com CV No: 1372236[image: image2.jpg]



Mobile +971505905010 / +971504753686 

To get contact details of this candidates

Submit request through Feedback Link

http://www.gulfjobseeker.com/feedback/submit_fb.php

Objective
Seeking a Document Controller position by applying my professional experiences and strive towards fulfilling the responsibilities assigned to me. I can perform well in my fields, and I assure you to uphold your quality standards, policies and procedures. 3 years experience as a Document Controller.
Education

· BCA (Bachelor in Computer Application) from IGNOU.

· Pursuing MCA (Master in Computer Application) from IGNOU.

Computer Skills

· MS OFFICE (WORD, EXCEL, POWER POINT, MS ACCESS).

· RDBMS (ORACLE 8i).

· VISUAL BASIC 6.

· HTML.

· JAVA SCRIPT, VB SCRIPT.

· SOFTWARE ENGINEERING.

· LANGUAGES(C, C++, JAVA).

· OS (WIN NT).
Experience Summary in Middle East
	Organization

Position

Location

Duration
	: ADCO Employed by ADNH.
: Document Controller
: Abu Dhabi, UAE
: Feb 2012 to Nov 2014


Employed by ADNH Compass which is providing catering service for Abu Dhabi on-shore Oil Operations (ADCO) at Buhasa.

ADNH Company , founded over 30 years ago as a shareholding company with three hotels purchased from the government, Abu Dhabi National Hotels PJSC (ADNH) has grown in both size and diversity into a quality, broad based hotel, tourism, transport and catering group. Today ADNH interests span over all sectors of the hospitality industry. This covers the ownership and representation of 5-star hotels in Abu Dhabi, Al Ain and Dubai. ADNH also has the Al Diar Hotels division, which has ten executive hotels located in Abu Dhabi, Dubai and the Northern Emirates. ADNH, in partnership with major Abu Dhabi institutions, also has investment interests in hotels and resorts overseas. In 1986, the company took a pioneering step with the establishment of the tourism division, Sunshine Tours. In January 2001, ADNH created a joint venture with Compass International, the UK based catering group for its catering and facilitymanagement interests in the MENA region. Compass International is the world's largest catering and services group, operating in over 94 countries.
Main Responsibility:

· Login all Incoming ,Outgoing correspondences , Faxes, Transmittals, Letters, TQ, NCR, Method statement, MOM’s, Daily Reports, Weekly Reports, Monthly Reports, Site Inspections Reports, Approved for Construction Drawings, IVMS Reports, CHSE Reports, Close out Reports, Near miss Reports, HSE weekly & monthly Reports in computer system for easy traceability.
· Apply document codes and create new codes to align with existing systems.

· Filling all hardcopy/electronic copy for above mentioned Incoming & Outgoing correspondences using share point.
· Arranging accommodation, food and Transport for the new employee.

· Preparing Memo and Fax using EDMS.

· Follow up with maintenance department for routine maintenance of office electrical        equipment / Air-condition / carpentry works etc.

· Preparation of weekly HSE Reports.

· Preparation of staff weekly movements & yearly leave schedule.

· Preparing Weekly construction Reports.

· Keeping track of all incoming & outgoing Request for inspection (R.F.I.).

· Assisting in supporting audits and ensuring timely response to documentation requests for audits.
· Responsible for compilation of project documents to ensure timely submission of final documents.

· Keep stock of office stationary supplies for the departments.

· Assist the Dept. head to maintain a proper attendance and tracking report for the Dept.

· Provide full support to the team and department.

Experience Summary in India
	Organization
	:  Auckland International Limited.

	Location

	:  West Bengal, India

	Position
	:  Computer Operator

	Duration
	:  Feb 2004 – Dec 2009


Auckland International takes tiny droplets to make an ocean. Just like all great visions have their humble origin as ideas in someone’s mind-this idea took the shape of a dream and dream became a reality. But not without perseverance, years of hard work and support from likeminded people who shared the same aspiration. The man with this vision was Sri Harak Chand Kankaria, the founding father of what is today a corporate empire called- The Kankaria Group, founded in 1941.

Kankaria Group has six business divisions which include Jute Mills, Cotton Mills, Information Technology, Real Estate & Construction,Retail & Agriculture reflecting the spirit of achievement, innovation and vision of its founding father. The Kankaria group employs over 18,000 people across its various business spread across India.
Main Responsibility:

· Maintaining everyday raw materials incoming and outgoing stocks.
· Generating report on the basis of ready goods dispatched and sends the report to the Head office via email.
· Data entry.
· Fax, emailing and also communicate with Head office for everyday’s work progress.
	Organization
	:  CMC Limited.

	Location

	:  Kolkata, India

	Position
	:  Software developer

	Duration
	:  Jan 2003 – Apr 2003


CMC Limited, Delhi is a leading IT Solutions Company and a subsidiary of Tata Consultancy Services Limited (TCS Ltd.), one of the world’s leading information technology consulting, services and business process outsourcing organizations. CMC are a part of Tata Group, India’s best-known business conglomerate. With 18 offices, 150 services locations, 520 non-resident locations and over 3,600 employees worldwide, CMC provide a wide spectrum of unique Information Technology Solutions and services to a clientele of premier organizations in the government and private sectors.

CMC America, our subsidiary, services clients in the US, while our branch offices in the UK and Dubai marketour products and services in Europe, Africa and the Middle East. CMC was incorporated on December 26, 1975, as the ‘Computer Maintenance Corporation Private Limited’. The government of India held 100 percent of the equity share capital. On August 19, 1977, it was converted into a public limited company. In 1978, when IBM wound up its operations in India, CMC took over the maintenance of IBM installations at over 800 locations around India and, subsequently, maintenance of computers supplied by other foreign manufacturers as well. Taking over the activities of IBM in India, including many of its employees, helped the company to imbibe a service-oriented culture. This is demonstrated by our long-standing customer associations and our ability to provide high-quality and reliable service.
Main Responsibility:

· Design an answer script evaluation system for all the Authorized Training Centre located in different location.
Personal information
	
	

	Date of Birth
	:14-12-1980

	Age
	: 34 Years

	Nationality
	: Indian

	Marital Status
	: unmarried

	Languages Known
	: English, Hindi, Bengali.
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