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VINOD
E-mail: vinod.369799@2freemail.com 
Position: Document Controller 

Professional Profile
A Versatile and Competent Document Controller with considerable expertise and knowledge.

· Eager to contribute highly applicable Documentation Works.

· Result-driven achiever and effective team leader with exceptional interpersonal skills.
· Highly flexible and adaptable performer; adept at multi-tasking and thriving in a fast-paced environment while coordinating numerous time sensitive issues.
· Exceptionally motivated self starter and creative problem-solver who works hard and loves a challenge.
· Experience illustrates conscientious approach to all tasks, whether on own initiative or in a team environment, readily accepting the challenge of new roles.
Key Competencies

Highly talented with over 10 years of professional experience in Document Controlling Works and overall 21 years of experience in various fields. Proven ability to assume challenging roles perform in highly visible positions. Work under pressure to meet deadlines and produce strong sustainable results. 

· Self-Starter and Quick Learner

· Dynamic, Highly passionate, Professional and Innovative individual 

· Ability to work under pressure

· Exceptional Verbal and Written Communication Skills

· Excellent technical skills in domain of work

· Problem solving capabilities

· Works in a Team Environment

· Flexible on learning different tasks assigned to Creative

Personal Details:

Nationality


:
Indian

Date of Birth


:
31st March 1972

Marital Status


: 
Married

Language Proficiency
:
English, Hindi & Malayalam

E-mail



:
vinod.369799@2freemail.com
Qualifications:


- All India Secondary School Examination (C.B.S.E) - 1988
- All India Senior Secondary School Examination (CBSE) - 1990

- B.A. Degree (1994)

Computer Knowledge: 

MS Office (Word, Excel, Power Point)






Page Maker

Career Objective:
To pursue a career through a progressive organization offering a conducive work environment and providing an opportunity for fulfilling of ambitions.
Summary of Appointments held:  
Total over 20 years of proven experience in India, U.A.E., Saudi Arabia and now in Oman as listed below.

	Organization
	Location
	Project
	Position
	Period

	Dawood Contracting LLC
	Muscat
	Various Projects looking from Head Office (Construction Field) as listed, below this table:
	Document Controller
	From 30/03/2013 to 14/03/2017

	MMG (Mohammed Al Mojil Group)
	Dammam
	Ras Al Khair Aluminium Project (Structural – Pipe Line)
	Document Controller
	30/05/2011 to 28/5/2012

	Al Ahmadiah Aktor LLC
	Dubai
	Jabel Ali Sewage Treatment Plant
	Document Controller
	01/08/2008 to 10/04/2011

	
	Dubai
	City Hospital
	Document Controller
	13/01/2006 to 31/07/2008

	We One Printers
	India
	Printing Press 
	Administration      

In Charge
	2005 January to        2006 September

	We One Printers
	India
	Printing Press
	DTP Operator
	1996 July to

2004 December

	Spectrum Computer Graphics
	India
	Printing Press
	DTP Operator
	1995 September to

1996 June


Worked and Completed Various Projects in Dawood Contracting LLC, Muscat as Document Controller:
· Adam Air Base at Adam (20 Million Omani Rial)
· Sultan Qaboos Mosque at Shinas, Oman (6.4 Million Omani Rial)
· Construction of Administration Building for Oman LNG, SUR (4 Million Omani Rial)
· Construction of RCA Camel Affairs at Al Felaij, Barkha, Oman (4.2 Million Omani Rial)
· Special Task Force at Suwaiq – ROP (23 Million Omani Rial)
· Food Store Warehouse at Sohar (4.5 Million Omani Rial)
· Reconstruction of Bani Hena Mosque at Liwa (1 Million)
· Jabal Al Akhdar Resort Hotel at Jabal Al Akhdar (15 Million Omani Rial)
· Villas at Royal Flight Residential Complex, Seeb (6.5 Million Omani Rial)
· Construction of Head Office for Muscat Electricity Distribution Company 
(6 Million Omani Rial)
Duties and Responsibilities in MMG as Document Controller:

· Familiar and complying all circles and procedures followed at site.

· Co-ordination between Departments, Subcontractor and Client.

· Follow up of documents.

· Preparation of document control system.

· Preparation of document distribution.

· Collecting and distributing the documents and data from concerned people.
· Numbering and preparing the drawings, Method Statement, Request for Information, Site instructions and submitting it to Client for approval.
· Collecting the Approved drawings, Technical submittal, Method statement, Request for information, and distributing the same through Transmittal to the concerned engineers and to site.

· Keeping the Hard and Soft copy updated.

· Filing of documents and Drawings in a systematic way for easy retrieval.

· Checking the Document distribution sheet for ensuring the distribution and collection.

· Distributing the updated document register to the concerned people and department for updating their documents properly.

· Uploading and down loading the drawings and documents from server.

· Making the backup of valid documents and drawings daily, weekly and monthly basis.

· Controlling the printing room (Fax Machine, Photocopy machines and Printers)

· Checking the quality of the print.

· Sending reminders to subcontractors for submitting the as built documents, Operation and Maintenance Manual.

Final Hand over of the documents to Client.
Duties and Responsibilities in Al Ahmadiah Aktor LLC as Document Controller:

· Familiar and complying all circles and procedures followed at site.

· Co-ordination between Departments, Subcontractor and Consultant.

· Checking the other department whether they are keeping and getting the updated copy or not.

· Follow up of documents.

· Preparation of document control system.

· Preparation of document distribution.

· Collecting and distributing the documents and data from concerned people.
· Numbering and preparing the drawings, material submittal, technical submittal, method statement, request for information, Works inspection request, site instructions and submitting it to Consultant for approval.
· Collecting the Approved drawings, material submittal, technical submittal, method statement, Request for information, Works inspection request, and distributing the same through Transmittal to the concerned engineers and to site.

· Keeping the Hard and Soft copy updated.

· Filing of documents and Drawings in a systematic way for easy retrieval.

· Checking the Document distribution sheet for ensuring the distribution and collection.

· Distributing the updated document register to the concerned people and department for updating their documents properly.

· Retrieving the Hard and Soft copy very easily.

· Uploading and down loading the drawings and documents from server.

· Making the backup of valid documents and drawings daily, weekly and monthly basis.

· Keeping the backup in a very safe place.

· Controlling the printing room (Fax Machine, Photocopy machines and Printers)

· Checking the quality of the print.

· Sending reminders to subcontractors for submitting the as built documents, Operation and Maintenance Manual.

· Final Hand over of document to Consultant – O&M Manual, As Built Drawings, Warranty Certificates etc.
REFERENCE UPON REQUEST
Place : Cochin
Date :







             
              
Vinod 
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