[image: image1.png]


Imran




PERSONAL INFORMATION:

.
E-mails:


Imran.349810@2freemail.com 

Nationality:


Pakistani.

Visa Status: 


Employment Visa.

Experience:


7 Years.

Expertise:


 Document Control / Admin Assistant & Data Entry.
SUMMARY:

Excellent interpersonal skills, team player and ability to work well in an Organization, verbal and written communication skills, public Dealing & Customer service.

OBJECTIVES: 

I am looking for a challenging position where i could be a productive and contributive member of the team or organization to utilize my work experience in the field of Customer service, Document Control, Administration and Project Support Services. To use my skills and potential to assist organization in achieving its goals which seeking long term career with optimum growth. 

QUALIFICATION:
· Bachelor of Science BSc   
University Of Malakand.
· Hotel Management
(PAITHOM) Pakistan Austrian Institute of Tourism & Hotel Management.
PROFESSIONAL CERTIFICATIONS: 

· OSHA Safety USA Certificate.
· Surgical Technicians (Assistant), First Aid, & Patient Safety certificate one year. 
Diploma in Computer:

· Diploma in Advanced Software and Hardware from Comsit Computer Institute.

· Diploma in Basics of Hardware and Software from M.C.T.V.T.C
PROFESSIONAL EXPERIENCE:

Document Controller & Admin Assistant:
AL Tafseer L.L.C (UAE)



Jun 2015 still continues. 

· provide general administrative and clerical support including mailing, scanning, faxing and copying to management

· maintain electronic and hard copy filing system

· open, sort and distribute incoming correspondence

· perform data entry and scan documents

· assist in resolving any administrative problems

· prepare and modify documents including correspondence, reports, drafts, memos and emails

· schedule and coordinate meetings, appointments and travel arrangements for Managers

· Prepare, operate and update Document Control Procedures in line with the Company’s Document Management System.

· Ensure proper document control support is given to each project.

· Produce and maintain Document Progress Reports to Project Managers.

· Ensure all documentation provided is as per Client quality formatting requirements. Formatting may include correcting templates, fonts and style, pagination and numbering and other activities that may be required to achieve a client’s documentation requirements.

· Ensure all templates used with the department conform to the Company standard.

Document Controller:

Descon Engineering Company (UAE)

Feb 2013 – Jan 2015

· Responsible for controlling all documentation related activities in project.
· Data entry of all type of carry / dispatch / updating of documentation.
· Create and maintain tracker for drawing approval process and technical submittals.
· Control & maintain project record of incoming &outgoing project documents.
· The drawings and technical data are issued to the site team for review, implementation, any revision
 to this is to be immediately intimated to the site team, and the old records stored.
· Remove superseded drawings / technical data, and replace with more current data from the site team.
· Preparation of all type of Test Packages (Hydro, Pneumatic, & Visual).
· Ensuring sequential numbering system in each and every outgoing correspondence.
· Coordinate with QA/QC Engineer for maintaining quality documentation so called, Document Register, Material Register & Drawing Register.
Administration Assistant: 


IBN ADAM Technical Solution-L.L.C. (Dubai) UAE
May 2011 – Nov 2012

· Reply to general information requests with the accurate information.
· Greet clients/suppliers/visitors to the organization in a professional and friendly manner.
· Use computer word processing, spreadsheet, and database software to prepare reports, memos and documents.
· Purchase, receive and store the office supplies ensuring that basic supplies are always available.
· Upkeep of office administrative facilities & ensure availability of daily miscellaneous requirements
to provide harmonious work culture to employees.

· Acting as information hub for providing administration related information & supervision administrative activities like general admin, verification of stationery stock, petty cash, courier, florist, pest control housekeeping, etc.

· Event management, organizing meeting, conferences, making travel arrangements & hotel reservation for guests & foreign delegates.

· Run company’s errands to post office and office supply store.

Administration Assistant & Documents Controller: 


DAR Metal industry (Riyadh) Saudi Arabia.

May 2010 – Nov 2010
· Provide secretarial and administrative support to management and other staff

· Administer petty cash according to established procedures.

· Manage site office: stationary, furniture, IT etc.

· General Admin work including housekeeping & facilities management.

· Collect all expenses claims & send to account department.

· Coordinate all activities related to the Document Control procedure, including technical documents, drawings, and commercial correspondence.

· Input document data into the standard registers ensuring that the information is accurate and up to date.

· Maintain the documents and drawings in the Document Control office under safe custody without any damage or deterioration with easy traceability.

· Petty Cash handling for daily expense.

· Maintain timely, accurate & effective communication with all local cash handling control managers in the department.

· Update cash handling roles for all payment receipt locations at the sub-department level in a timely and accurate manner.

Data Entry Operator:
Associated Technologies (PVT) LTD (Pak)

Jan 2005 - Dec 2006
· Prepares source data for entry by opening and sorting mail; verifying and logging receipt of data; obtaining missing data.

· Records data by operating data entry equipment; coding information; resolving processing problems.

· Protects organization's value by keeping information confidential.

· Accomplishes department and organization mission by completing related results as needed.

COPMUTER SKILLS:

· MS Office (MS word, MS Excel, MS Power Point, MS Access,), Coral Draw, Document Controlling System (DCS), Process (Project Control System), PDCS (Project Documents Control System), PWMS (Project Welding Management System), Urdu In Page, Inter Net & hardware.

LANGUAGE PROFICIENCY:

· English

· Urdu

· Arabic (Basic ) [image: image2.png]



