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OBJECTIVE

Seeking a challenging career in Documentation and Warehousing and with growth potential, in an organization, where my education, experience and personal capabilities are utilized to assist the organization in conquering its business challenges.
WORK EXPERIENCE

Worked as an Assistant Document Controller cum Data Entry 
 Operator 
at 2012 Aug 2014 to May LLC- Group of  Companies–IN ABUDHABI

 Duties & Responsibilities are As Follows
· Create and maintain tracker for drawing approval process and technical submittals.
· Follow up with vendors / consultants for delivery schedules 

· Maintain In/Out tally Records of the various consultants and other contractors.
· Excellent working knowledge in Civil & Infrastructure items or working knowledge in Electrical & Instrumentation items.
· Updating daily  superseded drawings / technical data, coordinating with site team.
· The drawings and technical data are issued to the site team for review and implementation, any revision to this is to be immediately intimated to the site team and the old records stored 
· Separately for future reference when issuing the latest data to the site team.
· Backup maybe done either electronically or through extra hard copies of a document.
· Prepare, log and distribute all outgoing transmittals.
· Receive, log and distribute all incoming transmittals.
· Drawings, Safety & Quality related documents  
· Maintain electronic registers for Letters, MOM, Memos, NCRs, RFIs, DCR’s,Reports,              
· Maintain central filing of all project documentation.
· Uploading all project related drawings recd from consultant & MEP contractors and distributed   to all concern people for review, inputs & approval.
· Using document numbering system for maintaining the documents.
                                                                                                             
Inventory Control
· Entering Purchases Orders
· Entering Goods Received notes & Goods Return not
2008 to May 2012      : Worked as an indoor sales Supervisor at “The Yes “indoor & outdoor  
                                         Catering   Serve
2005    to   2008          : Worked as House Keeping Supervisor at Sleek Hotel In Sri Lanka 
2002    to   2005          : Direct Dealer’s sales Representative in Sri Lanka Live stock Development 


                          Board (Special Dealer for Dairy Product)
PROFESSIONAL QUALIFICATIONS    

Obtained a Computer Studies in the Basic Subject areas conducted by Minister of Education Sabaragamuwa  Provincial Council in sri lanka
EDUCATION QUALIFICATIONS

School Attended                   :  St’ Mariy’s Boys collage In kegalle –Sri lanka
   
                                                    (1981-1991 O’Level)

                                                 :  Dharmaraja boys collage In kandy- Sri Lanka
                                                    (1992-1994 Advance level - Bio Science  )                                

Further Education                 : Completed Computer Diploma Course (MS Office)

PERSONAL DETAILS
Material status



: Married

Sex




: Male
Nationality 
: Sri Lankan
Visa States


        : Resident Visa
Languages Known


        : English, Sinhala & Hindi
I hereby certify that the particulars given above are true & accurate to the best of my knowledge
