CURRICULUM VITAE

SUBAIDEEN                                                                                                                
Email: subaideen-394477@2freemail.com 
APPLICATION FOR THE POST OF DOCUMENT CONTROLLER
More Than 5 Years Experience as a DOCUMENT CONTROLLER in Qatar
OBJECTIVE
To work with a professional group through which my knowledge and skill can contribute to the success of organization. My proficiples of D
document Controller and Administrator along with that of computer applicacation like tally, quick book and Ms-Office would help me effectively perform my duties.
 WORKING EXPERIENCE
Period
: 2008 August 11 to 2010 July 29
Designation: DOCUMENT CONTROLLER
Roles and Responsibilities:

· Set–up document & filing procedures of different projects.

· Monitor all incoming / outgoing document including receipt, control, distribution, and record etc.

· Supervise & coordinate fax, telephone, photocopies, typing facilities.

· Preparation of transmittal for drawing and documents.

· Updating the transmittal register.

· Maintaining a hard copy reference library for all documents.

· Scanning &issuing controlled copies of drawings to the designated engineers at site

· Establish logical and systematic system of numbering 7filing of project documents

· Design document numbering system that includes project code, are work, nature of work, which meet the project and QA

· Establish Logical and systematic system of numbering & filing of project documents.

· Design document numbering system that included project code, area of work nature of work, type of document, sequence number, revision number which meets.
Period
: 2010 August 07 to 2013 December 29
Designation : DOCUMENT CONTROLLER. DATA ENCODER
Roles and Responsibilities:

· Document scanner operator (paper A4, A3, A2, A1, A0)
· Data entry operator (design document numbering system that includes project code, area of work…).

· Fill controller.

· Work epicene of C27- Doha West project of ashghal, Doha Securities market project at

Qatar Exchange, ever suite High volume scanning work at Lebanon embassy.

· Converted hard copy archives into electronic files thought the use of various software programs.

· Operated jujitsu scanners to scan court document into computer database.

· Computer server operating system work.

· Computer format system work.

· Implement and managing windows based OS, active directory.

DHCP and FTP

· Implementing and managing windows based OS, active directory. DHCP and FTP.

· Installation and configuration of mail client software such as outlook and thunderbird customized accounting software and application software’s

· Installation, configuration and maintenance of attendance machines such as fingerprint machine and magnetic card reader machine

· Installation and maintenance of windows based network, VPN and upgrading and installing devices.

EDUCATION OF QUALIFICATIONS
· Bachelor of information technology
· Diploma in computer / computer science.
· Passed mindful mediator course conducted by ministry
· Diploma in Ms Office 2003, 2007, 2010
Constitutional Affair & National Integration, Government of Sri Lanka
SKILLS AND ABILITIES  
· Proper conversation with telephone both Arabic & English.
· Can handle office filing system and monitoring documents.
· Repairs and maintenance cost control, stock codification and classification.
· On –line stock system (just in time) stock preservation
· Energy stock.

· Can handle office equipment fax, photocopier, scanner, and projector.

· Fast handle computer with Microsoft windows and Microsoft office.

· Hard working and a good listening skill.
· I have Saudi Arabia driving license
ADDITIONAL QUALIFICATION 

· Diploma in computer
· Diploma in office administration
PROFESSIONAL SEMINARS
· Seminar on “Ethnic Conflicts and the future of Muslims”
· Seminar on “Role of the Friday sermon in making Awareness among the 

Islamic Society”

COMPUTER LITERACY
Install and configure

: win 7, XP, 2003, 200, me, and 98

Accounting software

: tally (ERP), quick books.

Office automation
: MS-Office, Excel, power point, out lock, atop       reader

Type writing


: 35 to 40 words per minutes.
PERSONAL INFORMATION

Date of Birth


: 1979.06.28

Gender



: Male

Civil Status



: Married

Religion



: Muslim (Islam)
Nationality



: Sri lankan
Languages known


: English, Arabic, Tamil, Hindi & Sinhala

Passport details

Date of expiry


: October, 18, 2020

I do hereby certify that the above particulars and information are true and correct to the best of my knowledge.

Thanking you,

Truly your 

(Subaideen)
Date: …………………………………….

Signature of applicant: …………………………………[image: image1.png]
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