CURRICULUM VITAE
APPLYING FOR - DOCUMENT CONTROLLER
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PRABHU 
Dubai, UAE

E-mail ID: prabhu.374906@2freemail.com 
Career Objective:

Being a Professional with an Extensive Background in Document Controller, My Objective is to obtain to a Position which would Allow Me to Utilize My Existing Skills, Whilst Further Developing My Technical Abilities and Professional Career. I Have 3+ Years Diversified Experience in Document Controller and Admin Cum Secretary in Civil Construction Field.
Professional Qualifications:

Diploma in Civil Engineering (2014-2016). Auto CAD, Safety, IOSH.MS Office.
Software Skills:                        
Operating Systems       :  Windows 98 / 2000 / 2007 & XP

Software                        :  Auto CAD 2008 & 2010
Technical Expertise:
Having Three (3+) Years of Experience in Document Controller.
1. Experience in document control, document imaging, document archiving, and maintenance of electronic and physical documents 

2. Excellent command over written and verbal English 

3. Skilled in reviewing and preparing statistics and reports 
4. Ability to interact and coordinate with internal and external business partners.

5. Proficient with FTP Clients, share Points, ISO, MS Office and File Net 

Work Experience: 
Current Employer Details
      a.

Name of Concern   
         : ACT CONSTRUCTION CO. L.L.C

 b.
Designation
      
         : Document Controller
 
 c.
Location

         : Dubai, U.A.E 

        d.
Period 

                     : June 2014 to Present
        e.
Duration

         : <3 Year

A. Roles and Responsibilities 
1.

Apply DM for Structural checking, Demarcation Certificate, Final Survey Certificate,





Completion certificate

2.

Arranging documents for MOM

3.

Managing Files as per job Number.

4.

Carry out inspection on construction site and advice

5.

Store and Maintain company documents in both electronic and physical forms

6.

Scan image, index an organize documents projects wise

7.

Follow process and principles of company documents lifecycle procedures

8.

Archive, control and retrieve records as when needed
9.
Control issuance of documents and seek proper approval for the same from senior





Authorities

10. Classify issuance of documents in alpha-numerical order

11.
Keep records of project details, minutes of meetings, technical specifications, drawings etc,

12.
Perform quality check on documents by following document control process
B. Personal Strength:
1. Quick Learner and Motivated.
2. Ability to Work with Minimal Supervision.

3. Good team Building, Organizational and Analytical Skills.

4. Quick Decision Making Strength. 

5. Capability to Grasp New Ideas Instantly and Optimistic.
C. Personal Information:

1. Nationality/Sex
:  
Indian/Male
2. Marital Status
            :  
Un Married
3. Visa


:
Employment visa
4. Languages Known
:
English, Tamil
Declaration:  

    


 I hereby declare that all the above mentioned personal and technical details are true to my knowledge and best of my belief.

Date: 03.12.2017




       



                  

Place: Dubai                                                                                               PRABHU 
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