curriculum-vitae               
Irshad.235771@2freemail.com 
	Career Objective: 

	To work with an organization of the repute and strength my inherent qualities, skills and experience for the betterment of my future and that of the organization.




	Personal Skill:

	Comprehensive problem solving abilities, excellent verbal and written communication skills, ability to deal with people politely, willingness to learn, good interpersonal skills.


	Working Experience:

	· Worked as a “Secratory cum Administrator cum DC” with Sycone CPMC Pvt Ltd From Sep 2014 - Date.

· Project – Karjat Square
Job profile:

· Receiving hard copy of Drawings and keeping them safely and  in a systematic way so that easily can be traceable.
· Maintaining all Documents on a register  on Excell.
· Update drawings in accordance with Drawing Numbers 
· Responsible for receiving, logging and distributing all technical documents 
· Preparing Correspondences according to Project Manager
             Maintaining and Filing all official records in a proper way.
· Check & reply all e-mails on daily basis, in order to make sure no mail remain non-responded by the end of the business day.
·  Charge of inventory control of stationery, paper (check and stock), sundries (check and stock) and issuing of purchase requisitions.
· Assist Site office administration
· Worked as a “Document Controller” with J & P (Overseas) WLL From Jan 2014 to May 2014.

· Project – ORBITAL (Qatar)
Job profile:
· Knowledge of KBR’s Standard document numbering and Coding
· Working on Software Aconex. EDMS (Electronic Document Management System)
· Downloading and Uploading Drawings and project related Documents on Aconex 
· Working on Share Point with Consultant (AECOM).
· Sending and receiving mail through  Outlook.

· Electronic-transmission of documents
· Preparing Transmittals, RFI’s.

· Receiving hard copy of Architectural Drawings and keeping them safely and  in a systematic way so that easily can be traceable.
· Maintaining all Tender Documents and ensuring originals are not take from the filing room 
· Update drawings in accordance with Drawing Numbers 
· Responsible for receiving, logging and distributing all technical documents 
· Updating all the Drawings in Excel.
· Maintaining and Filing all official records in a proper way.
· Check & reply all e-mails on daily basis, in order to make sure no mail remain non-responded by the end of the business day.
·  Charge of inventory control of stationery, paper (check and stock), sundries (check and stock) and issuing of purchase requisitions.
· Assist Site office administration
· Worked as a “Document Controller” with Expertiese India Infrastructure Pvt. Ltd From Sep 2010 to Dec 2013
· Project – Manthan,Marasa Hospitality and IIM Udaipur
Job profile:

· Handle Administrative duties such as preparing Internal Memos/ Notices.
· Preparing correspondences for main client according to the subject.
· Receiving hard copy of Structural and Architectural Drawings and keeping them safely and  in a systematic way so that easily can be traceable.
· Distributing the Drawings to the concern person.
· Maintaining all the drawings in Excel.
Updating all the drawings in FTTP (EDMS) server where it can’t be deleted or changed.

· Filing all the necessary documents in a proper way.

· Receiving all the transmittals.

· Preparing Minutes of Meeting(MOM).

· Preparing Agenda of Meeting(AOM) according to Project Manager.

· Maintaining Log Register, Daily Work report.
· Maintaining Daily Progress Report(DPR).

· Maintaining Daily Labour Report(DLR).

· Maintaining Attendance of site.

· Maintaining all official records.
· Check & reply all e-mails on daily basis, in order to make sure no mail remain non-responded by the end of the business day.
·  Charge of inventory control of stationery, paper (check and stock), sundries (check and stock) and issuing of purchase requisitions.
· Handling Travel arrangements.
· And any other responsibility in office as assigned by superiors.
· Worked as a “Document Controller”with Petron Engineering Construction Limited.From April 2008 to Aug 2010.

· Project – IOCL (Haryana)
Job profile:

· Maintaining Daily Progress Report(DPR).

· Maintaining Daily Labour Report(DLR)..
· Receiving hard copy of Structural and Architectural Drawings and keeping them safely and  in a systematic way so that easily can be traceable.
· Updating all the Drawings in Excel.
· Maintaining and Filing all official records in a proper way.
· Check & reply all e-mails on daily basis, in order to make sure no mail remain non-responded by the end of the business day.
·  Charge of inventory control of stationery, paper (check and stock), sundries (check and stock) and issuing of purchase requisitions.
· And any other responsibility in office as assigned by superiors.
· Worked as a “Document Controller / Secretary” with Alumco LCC (Dubai) from Feb 2005 to Feb 2008.

Project- Sky Garden & Highrise Building  Kharama, 

Job profile:

· Coordinating with the Project Manager.

· Preparing reports by collecting and analyzing information.
· Preparing correspondences for main client.
· Update and maintain mailing list.

· Maintaining all files and incoming/outgoing correspondences. 

· Maintaining updated records of all approved documents and drawings and their distribution clearly marked in a Document/ Drawing register as per the Company procedure.

· Maintaining the documents and drawings in the Document Control office under safe custody without any damage or deterioration with easy traceability.
· Other duties as assigned.             

	

	


	Professional Qualification :

	·  (Master of Business Administration) (MBA-Marketing)




	Education Qualification :

	· B.A (Bachelor of Arts) from Maulana Azad National Urdu University, Hydrabad (INDIA)
· Intermediate of Science (12th) from B.I.E.C. Patna.
· Matriculation (10th) from B.S.E.B. Patna.




	Computer Skill:

	· Operating System      :          Windows 98,XP/Professional, 2000

· Packages                    :           Ms-word, Ms-Excel, Ms-PowerPoint, Outlook, Aconex, SharePoint
· Internet                      :           E-mail & Web Browsing 


	Personal Information:

	Date Of Birth:
	20th June, 1978

	Gender:
	Male

	Marital Status:
	Married

	Nationality:
	Indian

	Religion:
	Islam

	Languages:
	English, Hindi, Urdu, Bengali 

	Visa Status
	Visit Visa (3 months)


Declaration

I hereby declare that the above information is true and correct to the best of my knowledge and belief.                                          
Date:……………

Place:……………






                  
