CURRICULUM VITAE

	Post Applied For: Sr. Document Controller, 

Project  Material Coordinator & Secretary
Contact Address:

Email: vinod-394301@2freemail.com 
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OBJECTIVE: 
To secure an appointment in a professionally run organization, where my skills are best utilize so as to achieve the company objective and enhance my career prospect.

Post Applied for
:  Sr.  Document Controller, Project Material Coordinator (RAW & Bill) & Secretary / Experience Total (13) years experience in MEP / Civil/ ID Design as an Sr. Document Controller’/ on the following construction projects in Dubai till date.
	SN
	Project Name
	Consultant
	
	Value if you know

United Arab Emirates Dirham

	01
	Royal Mirage Phase III at Palm Jumeirah


	DSA  &       MIRAGE MILLE


	
	290 Millions



	02
	Dubai Healthcare City, Karama (On deputation to Morganti Group International)
	RMJM & WASL


	
	1.08 Billions

	03
	Jumeirah Lake Towers, JLT-x


	ARCH GROUP
	
	250 Millions

	04
	Souk Al Bahar & 

  Dubai Mall


	ALBURJ ENGINEERING  & EMAAR/TURNER


	
	30 Millions

	05
	Tiara Hotel Project
	 WASL/DAR/ ECCE 
	
	18,72000


Qualification 

:


	Qualification
	Year
	Board / University
	Class
	Remarks 

	S.S.C
	Mar. 2002
	Board of Secondary Education, A.P.
	66.66%
	

	Intermediate
	June 2004
	Board of Intermediate Edn. A.P.
	48.90%
	

	Bachelor of Arts
	July 2009
	Kakatiya University, Warangal
	50%
	


Computer Skills        : Microsoft office, internet browsing, Aconex Expedition &                                                                          .                                      Primavera Expedition Management – CMCS. 
Job Professional 

:
Job responsibilities include

·  Create and maintain filing system as per ISO procedure for Inspection Requests, RFI’s, BOQ, Material Submittals, Drawing Submittals, Subcontractor’s Correspondence, Invoices, Letters and Memo’s from Project Manager and Architect, NCRs,SON’s Close out documents). 

· Safe keeping of Contract Agreements.
· Maintain Log of incoming and outgoing documents.
· Receiving and distribution of incoming, outgoing documents, and drawings with concerned officers.
· Maintaining and update drawing register / drawing file and separate Controlled copy /superseded drawings.
· Submission of documents to Architect and PMC.
· Uploading all project related dwgs received from consultant and client distributed to concern people for review, inputs approval and using document numbering system for maintaning documents.
· Excellent management, communication, organizaton skills.
· Checking despatch documents are accurate.
· Scaning and managing mainting Document Control Syastem.

· Provide advice on procedure of issue and methods in accessing the system

· Ensuring all documents are as up to date as possible within electronic filling system.

· Issuing and distributing controlled copies of information.

· Receiving Payment Certificates & other documents from the sites and get approval signature from the Managing Director and send it to the concern Department.

· Receive, direct and relay telephone messages and fax messages

· Maintain the general filing system and file all correspondence

· Preparing Letters and Memos & Sending mails to outsiders as well as internal staffs.

· Maintaining confidential files and documents of MD.

· Arraigning the documents with document transmittal to send to the other office by courier.

· Scheduling meeting & Travelling Arrangement of Managing Director.

· Maintaining attendance records of departmental personnel.
· Maintaining Leave record of the employees.

· Coordinating with inter personal department for Visa’s and other related work of Construction.
· Responsible for making domestic and international travel arrangements including car hire and hotels for senior-level executives and billing.
· Bifurcating bills, getting necessary approvals & handing them over to the accounts department for payment
· Responsible for scheduling meetings for all HOD levels and their clients; escorts visitors to staff members' offices, and provides hospitality service arrangements as requested by staff. 
· Handling Stationery and telephone Billing
· Oversee and supervise all duties performed by all Front Office employees. 

· Coach, counsel and discipline employees when necessary, using proper documentation and proper techniques. 

· Ensure that all Front Office employees complete their essential duties before their departure. 

· Ensure that all Front Office employees are posted at their stations at posted time. 
· Assist with any scheduled shift problems on the night audit shifts.

· Accountable for the proper training and daily monitoring of all service levels provided by employees to guests and other fellow employees.

· Ensure proper inventory controls, working with Sales and Reservations to ensure maximum selling potential and house balance.
· Handles incoming calls and promptly forwards calls to proper person among 1000 employees. 
Key Skills and Competencies

· Proficient orientation, good figure / mathematical aptitude with strong quantitative and skill ability to work accurately with details.

· Performs all duties’ in safe manner in accordance with established works standers & practices.

· Manage inventory & Develop strategies to ensure customer satisfaction while minting the inventory levels to support business objectives.                 

· Abality to evaluate, protritize, orgnize and delegate work Schadule and proven decession making skills.
· Able to react quickely and effectively when dealing with challenging situations.

· Assisting departments with queries on documentation requirements & Submissions.
· Responsible for Preparing Documents such as IR’s CVI’s, MIR, Drawings submittals as per the instruction of Project   Manager / Quality manager and submitting to the client, after summation assuring with the submittal receiving stamp and updating in the log. 

· Preparing Schedules for installation of the elements and coordinating with Site Managers.

· After receiving the commented documents from client sending to the project Manager with distribution stamp for the signature to distribute the document to the internal departments.

· Supporting to the QA/QC Manager to following up for procedure and format of the documentations.

· Dealing with the supplier for project related materials.
· Process purchase orders and requisitions for products
· Communicate with prospective vendors to determine

terms and availability
· Archiving all the documents for future search 

· Following up the filling system and code numbering of each document 

· Scan, Send and receive all the Submittals through Aconex System which is very useful system for documentation.

· Assisting Project Managers in their day to day duties.

· Assigning tasks and coordinating project work.

· Tracking, analyzing and reporting project status

· Creating and updating project documentation

· Ensuring that project communications run smoothly, keeping key stakeholders and decision makers engaged

Job Professional – Project Material Coordinator:
Job responsibilities Includes

· Maintaining and monitoring the Material requirement for the project.

· Gather all Project Specifications for the relevant project.

· Organizing the Budget of the project in coordination with the Project Manager and Estimators.

· Floating enquiry along with the design intend drawings and the specifications to the specified suppliers.

· Source suppliers for products matching the project specifications, in case of proposing alternatives.

· Organizing, attending and participating in suppliers meetings.

· Providing assistance to the suppliers to clarify any doubts.

· Receiving quote from the specified supplier. 

· Negotiating with suppliers.

· Prepare Submittals for Material approvals along with all Technical requirements.

· Liaise with the Procurement Department for placing all orders.

· Providing administrative support as needed.

· Liaise with the Accounts for all financial transactions are done on time.

· Liaise with the shipping forwarders for the delivery of the products.

· Receive materials on site; provide proper documentations for material approvals from the client/ Consultants.
PERSONAL INFORMATION
Name



:           Vinod


Date of birth
:           03-02-1986


Nationality
:           Indian


Gender
:           Male


Marital Status
:           Married 



Language Known        
:           English, Hindi & Telugu
VISA STATUS
:
EMPLOYMENT VISA OF U.A.E. 
Passport Details:
Date of Issue   
  :  
16.12.2015
Date of Expiry   
  :  
212.12.2025
I declare that the above furnished information is true to the best of my knowledge.
Vinod
                                                                                                                    Date: 07.09.2019
Sr. Document Controller. Project Material Coordinator & Secretary /
Dubai. UAE.
 




