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EXECUTIVE SUMMARY
Seeking a challenging environment that encourages continuous learning and creativity provides exposure to new ideas and stimulates personal and professional growth.

AREAS OF EXPERTISE
	· DOCUMENT CONTROLLER  &  COORDINATOR (4 ½ YEARS)
	


PROFESSIONAL EXPERIENCE
Kazi  Aviation  &  Air Travel Services , india  (Mar  2011 –  Aug 2015) 
 DOCUMENT CONTROLLER 
Duties:

· Maintaining a tracking facility to enable documents to be updated easily. 

· Scanning in all relevant new documents. 

· Checking despatch documents are accurate. 

· Presentation and filing of documents and drawings. 

· Responsible for maintaining hard copy information.

· Issuing and distributing controlled copies of information. 

· Managing and maintaining a  Document Control System. 

· Provide advice on procedures of issue and methods in accessing the system.

· Ensuring all documents are as up to date as possible within electronic filing systems.

KEY SKILLS AND COMPETENCIES 

· Strong IT, database and communication skills. 

· Experience with document control packages . 

· Excellent interpersonal skills and a professional telephone manner. 

· Utilizing a range of office software, including email, spreadsheets and databases.

· A comprehensive understanding of health and safety regulations. 

EDUCATION
· Bachelor of enginering – electrical & electronics enginering
IN ANNA UNIVERSITY, INDIA  
· Higher Secondary – Fatima Higher Secondary School – Pondicherry - India
· Matriculation – Fatima Higher Secondary School – Pondicherry - India
TECHNICAL SKILLS
· Operating Systems - Windows XP\Vista\Windows 7
· Language - Microsoft Office, C++
· Web Technologies - HTML, DHTML, XML, Photo Shop CS
· Hardware - Assembling and Troubleshooting PC
PERSONAL INFORMATION
	· Date of Birth
	–
	20th March 1986

	· Gender
	–
	Male

	· Nationality
	–
	Indian

	· Marital Status
	–
	Single

	· Languages Known
	–
	English and Tamil

	
	
	


HOBBIES
· Playing Cricket.

· Reading books to develop general knowledge.

· Hearing musics.

· Travelling to be like a part.

DECLARATION
The particulars given above are true to the best of my knowledge and I hereby declare that I shall abide all the rules and regulations of your esteemed organization in the event of my selection.  
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