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          Administrator &Document Controller Professional

	A highly motivated administrator and Document controller professional with experience in implementing administrative systems, strategies, processes and controls.  Highly creative, recognized as a results-oriented and solution-focused individual. Team player, Excellent Reporting, Verbal& Written Communication and Interpersonal Skills. IT skills include proficiency in MS Office.


CAREER OBJECTIVES
To work in a reputable international organization where planning, coordinating, documenting and implementing a comprehensive administrative policy and staff welfare is paramount, An organization where new ideas and concepts is allowed for the growth and development of the concern to achieve a target objective.

Education

 Aconex                                                                                2018                                                             
ALISON
Diploma in Human Resources
Diploma in Project Management
				
CIPM   								          On-going
Nigerian Institute of Management					2008

Federal Polytechnic, Bida
HND, Business Administration and Management  			2007	
Federal Polytechnic, Bida
ND, Business Administration and Management                                         2004





Experience
	
ALALLAM  CLEANING WLL, DOHA                                                                     August 2016- November 2017
Position: Scheduler/ Document Controller
Responsibilities   
· Understanding & implementing clerical methods and document procedures

· Professionally handle incoming requests from customers and ensure that issues are resolved both
       Promptly and thoroughly.                    

· Ensuring all documents are up to date within electronic filing systems.

· Handling multiple project correspondences, records and filing, telephone calls and other related
       duties.
· 
·  Using office equipment like printer, scanner, fax machine, Xerox machine, binding machine
       and laminating machine. Using MS word and Excel as and when required to streamline the office
         functions.
· Proper filing of the documents in correspondence files with file reference and letter number

· Responsible for compiling and generating reports as they relate to customer.

· Responsible for maintaining all administrative records for Project Site Office.
· 
· Maintain time sheets for all personnel and ensure that they are completed and dispatched to the
      account department in time

MELFI CONTRACTING , DOHA                                                                                  October 2014- July 2016
Position: Scheduler/ Document Controller
Responsibilities   
· Understanding & implementing clerical methods and document procedures at Head Office
 and subsequent operations at different construction site offices.

· Assisting the project managers, while handling confidential project documents.

· Consulting project managers to deal the problems on priority basis Provide advice on procedures of
 issue and methods in accessing the system. 

· Ensuring all documents are up to date within electronic filing systems.

· Handling multiple project correspondences, records and filing, telephone calls and other related
 duties. Using office equipment like printer, scanner, fax machine, Xerox machine, binding machine
 and laminating machine. Using MS word and Excel as and when required to streamline the
 office functions.

· Proper filing of the documents in correspondence files with file reference and letter number.

· Responsible for maintaining all administrative records for Project Site Office.

· Maintain time sheets for all personnel and ensure that they are completed and dispatched 
to the account department in time.


GENESIS STUDIOS VENTURES,LAGOS                                                                        October 2009-June 2014


Position: Administrator / Document Controller
Responsibilities   

· Manage agencies accounts, what their needs are and how to deal with late payments on each of them.
· Reporting on the performance of the document control system for review and as a basis for improvement of the documents control system
· Resolve all problems for clients, copy invoices, proof of delivery, credit notes, and liaise internally to progress any problems that are being handled in any other department.
· Maintains confidentiality and prudent management of information.
· Assists with the implementation, management and administration of the Department Electronic Document Management System (EDMS).
OWERRI MUNICIPAL COUNCIL, (NYSC)                                                                         March 2008 – April 2009
Position:  Assistant Human Resources
Responsibilities   

· Maintains confidentiality and prudent management of information.
· Establish and maintain records and filling systems efficiently (e.g. all  documents/ correspondences are filed and secured properly, and keep register of official correspondences, incoming and outgoing mails)
· Maintenance and improvement of the section in collaboration with concerned and line managers.
· Coordinates the activities of Document Department, including distribution and auditing controlled documents, maintenance of electronic department directories, tracking and reporting on document review progress Work independently to facilitate group activities 
· Reviews and proofreads documents for consistency of document format and system concerns 
· Uses department databases to track and manage and control issued documents. Assign lot numbers, material part numbers, and various other document tracking numbers.

TAABTEJ CONSTRUCTION LTD, LAGOS					            August 2004– September 2005
Position: Document Controller 
Responsibilities   
							
1. Reviews and proofreads documents for consistency of document format and system concerns 
1.  Uses department databases to track and manage and control issued documents. Assign lot numbers, material part numbers, and various other document tracking numbers.
1. Maintains confidentiality and prudent management of information
1. Prepares both internal & external Memo, time sheets, Staff movement records and reports
1. Scans, records and keep current hard copies and file supersede version.
1. Performs audits of company areas and processes to confirm compliance with controlled procedures
1. Maintain a comprehensive documentation control services for the department, including the development and operation of computerized filing records and retrieval system.

1. Preparing transmittals and distribution drawings/ documents as per the Project Requirements.


SKILLS
Microsoft Word, Excel, Power Point, Office Picture Manager, Outlook Usage, Spread-sheet, Tally Software, Internet Browsing and Usage.

EXTERNAL RELATION: 
· Good Communication skills
· Presentation skills
·  Ability to deliver under pressure 
· Able to organize plan and operate telephone, PC, copier, and other business machines, as well as capability to adjust quickly in an ever-changing environment. 

PERSNAL INFORMATION
Date of Birth:          16th of July, 1983
Sex:                        Female
Marital Status:        Married
Visa status:             Husband Sponsors
Nationality:             Nigerian

INTEREST 
Exploring new ideas, Reading and Traveling.

REFEREES:
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