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Document Controller

Sonu

Sonu.371442@2freemail.com  
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Targeting senior level assignments in Document Control with a leading organization of repute in Construction /Oil & Gas / Infrastructure
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PROFILE SUMMARY

Coordinate the activities of Document Control, including distribution of documents, tracking and reporting on document review progress.

I am responsible for maintenance and continual improvement of Document Control Management System as per ISO Standard. Monitor the document control requirements on an ongoing basis so as to make recommendations for any improvements in the system if necessary.

Hands on experience in identifying, sorting of Engineering Documents and drawings (Engineering drawings, Design Documents, Statutory Details, manuals etc.) as per ISO 9001:2008 Quality Management System

Experience in document control, document imaging, document archiving, and maintenance of electronic and physical documents

Daily routine activities of Document Control, including distribution of documents, maintaining electronic folders and directories, tracking and retrieval of documents and drawings.

Ability to plan, organize, lead and coordinate the Document Control function within our multidisciplinary Engineering group, in order to meet the needs of the projects, proposals and Company’s quality requirements and timely deadlines (milestones).

[image: image4.jpg]



	CORE COMPETENCIES
	
	

	Document Management
	Microsoft Office
	AutoCAD Basic

	Office IT Skills
	Secretarial Tasks
	ACONEX

	EDMS (INCITE)
	Team Building & Leadership
	Adobe Acrobat Professional


[image: image5.jpg]



ORGANISATIONAL EXPERIENCE

Jun’ 12 to Present with Leighton India Contractors Pvt. Ltd., Mumbai as Jr. Executive Document Control

Develop and implement document control procedure/plan and file numbering system as per the project requirement.

Ensuring all documents is as up to date as possible within electronic filing systems (EDMS). Updating all documents such as project correspondence, Log Registers, Transmittals, TQs, MARs, Shop Drawing Approvals, ASRs, Weekly Progress report and Monthly Progress Reports, RFI’s, and NCR...etc.

Makes sure that controlled copies of latest approved documents and drawings are distributed to the concerned person (staff), subcontractors and suppliers as applicable.

Maintain incoming & outgoing Material Submittals tracker properly and follow up with client until get final approval.

Support all other departments (Commercial, Quality, Safety, and Procurement Dpt.) and maintain tracker for all documents and save it in share drive (Server) for easy retrieval.
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Archive and retrieve as necessary the old project documents and store them in the Archive Department in corporate office.

Jan’ 12 to May’ 12 with Facilities & Building Solutions Pvt Ltd., Kochi as Document Controller

Responsible for establishing and maintaining an effective document control systems.

Maintain tracker for all documents and correspondence. Record all documents both hard copy & softcopy properly.
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EDUCATION

B.com. from M.G University, Kottayam in 2009

Diploma In Computer Hardware & Network Engineering from Kerala Rutronix, Thodupuzha in 2010
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	PERSONAL DETAILS
	

	
	
	

	
	Date of Birth
	: 14/10/1987

	
	Sex
	: Male

	
	Nationality
	: Indian

	
	
	

	
	Marital Status
	: Single

	
	Languages Known
	: English, Hindi, Malayalam and Tamil

	
	
	

	
	
	



DECLARATION

I consider myself familiar with Project Documentation and I am also confident of my ability to work in a team. I hereby declare that the information furnished above is true to the best of my knowledge.
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