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Career Objective: A document controller with a proven ability to establish and maintain an effective filing and archiving system for contractual and technical documents and data files in accordance with company and archiving procedures. Possessing extensive knowledge of electronic data management systems, supplier document controls, electronic filing systems and also technical library (standards, specification, method statements and management plans) etc. Easy going by nature and able to get along with both work colleagues and senior managers, currently looking for a suitable document controller position.

Contact and Personal Details

Email:			tylineexclusive001@gmail.com
Contact Address:	Flat 1, Building 42, Near Al Meera Monsoura Street, Doha, Qatar.
Contact Number:	+974 70188386
Nationality:	               Nigerian
Language:	               English
Marital Status:	Married
Visa Status:		Husband Visa Sponsorship (Ready to change Sponsor)
Educational Qualifications 

2007 – 2010 				Higher National Diploma (HND) in Accountancy
	OsunState College of Technology, Esa-oke, Osun State
2006 – 2007 				Advanced Certificate in Accountancy
	OsunState College of Technology, Esa-oke, Osun State
2003 – 2005 				Professional Diploma in Statistics
					University of Ibadan, Oyo State.                                                                                   
Trainings

· ISO9001.2015 Quality Management Training 		ADVISERA (2017)

Skills
· Excellent interpersonal and communication skills.
· Expert in Microsoft Office (Word, Excel, PowerPoint, Outlook). AutoCAD and Adobe.
· Ability to utilize a range of office software, including email, spreadsheets and databases.
· Ability to evaluate, prioritize, organize and delegate work schedules.
· Proven decision making skills.
· Ability to respond quickly and effectively when dealing with challenging and time-constrained situations.
· Ability to effectively assist departments with documentation requirements & submissions.
· Ability to accurately maintain computerised and manual filing/documentation systems.
· Exceptional time and work management skills.
· Excellent coordinating and organizational skills.
· Exceptional command of English Language grammar, punctuation and spelling.
· Trustworthy and able to work in highly confidential environments.
· Ability to pay attention to details and ensure perfect delivery of tasks.
· A fast and accurate typing speed.

Work Experience

April 2014- Dec 2017
Growth Communications, Lagos, Nigeria					
Position Held: Document Control & Records Officer.    

Key Responsibilities:
- 	Received and registered technical and contractual documents from Clients for including detail engineering drawings, Masts Construction and Data Cable Laying submittals.	
-	Implemented and maintained an effective document management system to capture project documents and records throughout the project life
-	Received, recorded, filed and archived hard copies and electronic copies of all technical drawings, reports and related information in an orderly manner, in line with policies and procedures.
-	Implemented and maintained an effective numbering and archiving system to track and monitor all tendering and project documentation (both pre and post contract) 
-	Prepared and submitted weekly and monthly reports to Nigeria Communication Council.
-	Ensured that all electronic and hard copy filing is accurate for easy accessibility and retrievability as well as assisted project team for document and information searches and retrievals.
-	Prepared and submitted Approved for Construction (AFC) and As-built Photostat books for detail engineering or construction engineering projects, either for internal use or for onward transmittal to Client during project closeout.
-	Regularly updated the Document Control Register with latest revisions of documents and distribute the DCR within the project team regularly to ensure on-time delivery of documents.

February 2013 – February 2014
House to Home Interior Designs, Lagos, Nigeria.				
Position Held: Client Service Officer

Key Responsibilities:          
-	Ensured proper document classification, sorting, filing and proper archiving.
-	Developed process improvements to enhance service efficiency and effectiveness.
-	Utilized effective problem solving and time management skills in client service operations
-	Served as the first point of contact between the company and its current market and future markets and built lasting positive and productive relationships with Clients (new and existing).	
-	Supported the Clients Services Manager during all pre and post event fulfilment tasks and customer relationship management, including dealing with sponsors and their agents where necessary.
- 	Recorded sales and order information and submitted timely reports to the sales department.
-	Maintained confidentiality of information and documents


Dec 2012 – Dec 2013
T-Nine Global Comsec (JFOL Concepts) Home & Office Furnishing and Interior Decorations, Lagos, Nigeria				
Position Held: Chief Client Service Officer

Key Responsibilities:          

-	Updated and managed the invoicing system so that client details and costs are logged accurately.
-	Ensured that all contractual and promotional documents are well filed and archived with no errors in file names, and descriptions.
-	Received, registered, distributed and filed incoming and outgoing correspondences as well as hard and soft copies of documents transmittals between company and clients through project software system.
-	Controlled the distribution of information, documents, and new releases, and managed the destruction of obsolete documents as well as and retrieval of controlled documents when required by the Clients and team members.
-	Record keeping of sales, expenses and wage and salary payments to workers into their respective books of account.
-	Record keeping of old stocks, new stocks, and withdrawals due to non-conformity.
-	Issuance of invoice to customers and prepared petty cash requests needed for daily
running of the office


Hobbies and Interests

· Meeting people of different skills and backgrounds
· Reading
· Writing

References

Available on request.	
