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OBJECTIVE: 

	With a flair and experience in Document Control & Office Administration functions, I wish to achieve larger responsibilities in similar field. More than 8 years of experience in Middle East as a Document Controller.


EXPERIENCE SUMMARY:

	· Control & maintain the system for issuance recording / filing, tracking, Retrieval of documents like procedures, plans, QA/QC records, Specifications, drawings and related documents.
· Prepare all documents based on the quality procedures for internal and external audit like transmittals of drawings, quality procedures and related documentation to the concerned contractors, departments, vendors and client.
· Maintaining all correspondence and other transmittals from the Clients and other contractor / suppliers / vendors etc. in a systematic way to facilitate an easy reference at all time.

· Knowledge in Aconex.



EXPERIENCE PROJECT WISE

1. Working as a Document controller in Amana Contracting and Steel Buildings LLC.
Project:  KIZAD Prebuilt warehouse (Package 1 Phase 2 & 3) 
Client: ADP (Abu Dhabi Ports)
Designation:  Document controller (From September 2015)
 Responsibilities:
· Receiving, dispatching and filing of all technical and non-technical documents.
· Preparing Letter to Client & Subcontractor as per Project Manager’s advice.
· Submitting documents and drawings to client with proper tracking system for their review.
· Filing and updating soft and hard copies of Material Submittals, Method Statements, RFI's etc. in a more professional way.
· Updating Project Log and follow up with Client & Consultant after their review and comments and make available at all time for everyone involved in the Project.
2. Worked as a Document Controller/Site secretary for Amana Pipelines Construction LLC in Abu Dhabi Air Port project.
Project:  Abu Dhabi Airport project            
Client: ADAC (Abu Dhabi Airport Company)
Designation:  Document Controller (July 2013 – August 2015)
Responsibilities:
· Worked as a document controller and site secretary
· Submission of all documents and drawings to main contractor with updated log
· Classification, sorting, filing, archiving and retrieval of documents and drawings

· Communicating with consultant and main contractor for their approval
· Assisting Project Manager, Construction Manager and Project coordinators
· Involved in system and process development.
3.   Worked for Brookfield Multiplex L.L.C Middle East as Document controller (Design & QA/QC)
Project: City of Lights Abu Dhabi               
Client: Tamouh
Designation: Document Controller (April 2008 – June 2013)
Responsibilities:

· With the strong attention detail, organizational, planning followed through to ensure accuracy of documentation.
· Maintained Documents/Correspondences through ACONEX - electronic management document system
· Maintained logs and Document tracking system

· Preparing document summary template for   related reports

· Preparing Document Submittal Sheet for submission and get approval from Consultant/Client
· To ensure that all other discipline activities that required inspection within the activity have been inspected and approved.
· Distribution of all Documents and Drawings in a proper way

· Clearing issues related to NCRs, RFIs and commented drawings by discussion with related persons
· Full responsibility of the finished project documents and archive them separately in office store in a highly professional way, as it can be easily retrieved in future. 
ACADEMIC QUALIFICATION:

	Degree
	University/College
	Specialization
	Year Of Passing

	B.Sc.
	Mangalore University
	Science
	1987

	P.U.C
	St. Aloysius College
	Science
	1984

	S.S.L.C
	Board of Secondary Education
	NA
	1982


	Computer Skill

	


Windows 8.1 & 10
MS –Office 
Adobe Photo Shop, 
Adobe Acrobat Professional
Auto CAD
	PERSONAL DETAILS:

Date of Birth

 20-08-1966
Languages Known

English, Hindi, Kannada, Malayalam & Tamil.
Marital Status

Married




