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Career Objective
The Document Controller is responsible for controlling the numbering, filing, sorting and retrieval of electronically stored or hard copy documentation produced by technical teams, projects or departments in a timely, accurate and efficient manner

Areas of Expertise
Document Management, Data Entry, Office IT skills, Secretarial Tasks, Archiving, Document Control. 

Professional Experience

Organization:	Gulf Steel & Engineering (Qatar)
Duration:		July 2016 to Present
Designation:	Document Controller
[bookmark: _GoBack]Project:                    Dahab Mountains Project (Abu Samra)

Job Responsibilities:
· Working as Document Controller in Dahab Mountains Project.
· Maintaining a tracking facility to enable documents to be updated easily.
· Scanning in all relevant documents.
· Checking dispatch documents are accurate.
· Presentation and filing of documents and Drawings.
· Responsible for maintaining hardcopy information.
· Issuing and distributing controlled copies of information.
· Making submittals for outgoing documents such as shop drawings and technical submittals.
· Overseeing and maintaining submittals logs for each and every documents, follow up on delay submittals
· Provide advice on procedures of issue and methods in accessing the system.
· Ensuring all documents are as up-to-date as possible within electronic filing systems.

Organization:	Turki Abdulla Trading and Contracting Co. (Qatar)
Duration:		November 2015 to June 2016
Designation:	Document Controller

Job Responsibilities:
· Discuss security plans with the customer.
· Carry out site surveys to work out where to place security devices.
· Test systems and explain to customers how to operate them.
· Respond to call-outs to repair faulty systems.
· Managing and maintaining a clear Document Control System.
· Responsible for maintaining hard copy information.
· Scanning in all relevant new documents.
· Ensuring all documents are as up to date as possible.
· Checking dispatch documents are accurate.

Organization:	Kilatuz Netwokz Pvt Ltd. India
Duration:		March 2013 to September 2015 (2 Years 6 Months)
Designation:	Administrator

Job Responsibilities:
· Listing out the Documents and documenting the project details.
· Monitoring processes.
· Teaming up with other documentation groups.
· Responsibly coordinating with all departments of the company in order to assure that all documents are kept in the right place and in the right department file archive.
· Responsibly conducted file validation and document controlling.
· Thoroughly checked and approved documents before uploading.
· Maintain the files and control logs as required by the project.
· Serves as the go-to for office inquiries and conflicts.

Qualifications
July 2008 – Mar 2011 - Bachelor of Science in Computer Science from Kerala University (India) with 62% aggregate

Trainings
· CCNA
· PMP 450 from Cambium Networks
· ePMP from Cambium Networks
· Computer Hardware and Architecture

Personal Data
· Date of Birth			: 1st JAN 1990
· Sex				: Male 		
· Marital Status		             : Single
· Nationality			: Indian 
· Passport Number		: J9208715
· Residence			: Doha Qatar (Work Visa – NOC Available)
· Languages known		: English, Malayalam, Tamil, Hindi

References:	Available on request


