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 Mohammad 
Mohammad.359663@2freemail.com 
Sub:
 APPLICATION FOR THE POST OF “DOCUMENT CONTROLLER” 

Respected Sir,
I came to know that there are some vacancies in your organization. I wish to offer myself as a candidate for it. I am here under submitting my personal for kind consideration.

Objective: - seeking a job of Document controller and in a prospective organization where I can contribute my work experience in a various Piping and instrumentation activities.

Educational Background
· Edu. Qualification

:
Passed B.A. from IGNOU New Delhi

· Computer Qualification
:            Diploma in computer application from New Delhi
· Computer Qualification
:
Diploma in Computer H/W & Networking from Jetking
· Computer Certification
:
Microsoft Certified System Engineer(MCSE)

TOTAL EXPERIENCE

:
09+ Years
GULF EXPERIENCE

:
06 Years
COMPANY



: DAEAH ENGINEERING & CONSTRUCTION CO. (Abu Dhabi)
   POSITION



: Document Controller
   DURATION



: 21.01.2016 To 31-01-2017
   PROJECT                                                  
:  MIRFA Independent Water & Power Project
Duties: -

· Checking the Isometric Diagram for the Support Installation.
· Checking Isometric Drawing for Valve & Equipment Installation.
· Hands on experience in identifying, sorting of Engineering Documents and Drawings (Isometric Drawings, Support Details etc.)

· Preparing Painting Request for Support.
· Daily updating Support Installation Activity.
· Interaction with various departments to collect data.
· Provide Latest Drawings to Foreman and Supervisor.

· Printing, Plotting, Binding of Engineering Drawings & Document sent by Engineering Head office.
· Daily Activities Report updating and sending mail in Piping Department.

·  Document distribution via (Outlook express) for internal and external documentation.
· Scanning, printing, photo copying and working with PDF conversion software.

· Responsible for maintaining hard copy and soft copy information.
· Maintaining all types of files.
 COMPANY



: SAMYOUNG CORPORATION (Abu Dhabi)
   POSITION



: Document Controller
   DURATION



: 23.09.2012 to 02.08.2014
   PROJECT                                                  
:  Ruwais Refinery Expansion (RRE) Project
Duties: -
· Checking the piping and instrumentation diagram (P&ID) for the purpose of commissioning.
· Maintaining a tracking facility to enable documents to be updated easily.
· Maintain document control register/Document control index.
· Hands on experience in identifying, sorting of Engineering Documents and Drawings (Instrumentals Drawings, Loop Drawings, Data Sheets, manuals etc.)

· To implement DCS processes and procedures required to support ongoing operations.
· Implement, update and manage COMPANY Document Control processes, procedures, and specifications to ensure accurate records of all Project official documentation generated by the COMPANY, the CONTRACTOR or its vendors
·  Communicate effectively with the project team and outside contractors.
· Document Management using EDMS (Electronic Document Management System), Software used for the Document such as drawings, vendor data, datasheet etc in SK Engineering co. on the behalf of Samyoung Corporation Abu Dhabi.
· Compilation of documents for the Handover of works.
· Document downloading /uploading using various site and FTP given.

· Document distribution via mailing software (Outlook & Lotus Note) for internal and external documentation.
· Data-entry of Certificates for Project Completion.
· Creating transmittals and issue Client and subcontractors
· Interaction with various departments to collect data.
· Provide copies of the latest revision to Discipline groups and Subcontractors as required by distribution schedule as fast as possible
· Detailed verification of Database to arrange necessary documents for relevant scope of works.
· Printing, Plotting, Binding of Engineering Drawings & Document sent by Engineering Head office.
· Download & Upload drawing & document from Company backup centre.
·  Responsible for maintaining hard copy information.

  COMPANY



: KUWAIT INDUSTRIES COMPANY HOLDING (Kuwait)
   POSITION



: Document Controller
   DURATION



: 30.08.2009 to 10.08.2012
   PROJECT                                               
:  Arabian Light Metals Company
Duties:
· Establish and maintain a center to control all incoming and outgoing documentation for the company.
·  Ensure the effective distribution of site documentation throughout the company. 
· Data control on Documents Database System. 
· Maintaining all types of files.
· Using document numbering system for maintaining the documents.
· Document distribution via (Outlook express) for internal and external documentation.
· Preparing/Maintaining correspondence log registers, outgoing/incoming deliverables.
· Perform document control & Quality Management System.
· Retrieval and keeping the data in FTP, EDMS. 
· Handling FOCUS web base software for updating documents.
·  Configuration of Database productivity and solving problems on Database System.
· Daily activities reports
· Scanning, printing, photo copying and working with PDF conversion software.
INDIA EXPERIENCE

:
03+ years
COMPANY



: CMS Computers LTD. New Delhi
POSITION



: Network Administrator
DURATION



: 01.01.2006 to 15.03.2009
Duties:
·  Maintenance of Networking Devices like, L2-Switch (2950), Moxa, Access point (1200), HHT etc. 
·  Installation and Configuration of Windows 2000/2003/XP O.S.

·  Responsible for maintenance the ROS (UNIX) Application on the DELL Server 

·  Responsible for Hardware Maintenance and troubleshooting. (Printer, MSR etc) 

·  Installations and Configuration of Lotus Notes, Outlook Express, Microsoft Office Outlook and SAP 6.2.

·  Sort out user queries on system, software and network troubles.

·  Install physical LAN Network setup.
· Managing Local Network using Windows NT & 2000 Environment.

· Updating of Antivirus Patches, OS service Packs and Bug fixes. 

· Administration and troubleshoot day to day Network Problems
Computer Skills: -
Operating Systems
:
Ms-Dos, Windows NT/2000/XP/2003/7/8



Software/Application
:
MS Word, MS PowerPoint, MS 








Excel, Internet Explorer, Outlook, outlook Express,






Adobe reader, Lotus notes etc.                          Other skills and competences
 • Ability to effectively prioritize tasks. 
• Strong IT, database and communication skills.
• Good team player with excellent organization and motivation skills 
• Ability to perform consistently under pressure and in a varied environment 
• Ability to adapt quickly to ideas, methods and environments 
• Ability to communicate with people of all levels and backgrounds; 

