                                               
Document Controller
12 Years exp.
Education Qualification:-


	SL No
	Examination
	Board/University
	Institution
	Session

	1.
	Secondary Exam
	WBBSE
	Krishnagar High School, Ranaghat, Nadia.
	1999-2000

	2.
	Higher Secondary
	WBCHSE
	Krishnagar High School, Ranaghat, Nadia.
	2004-2006

	3


	B.A
	University
	CMJ University 
	2010-2012


Summary

Association with an organization, which provides career growth by offering challenging assignments and utilizes my strength and capabilities effectively in the words. A symbiotic relationship. I am person with strong communication and organizational, skills proven ability to Follow projects through to completion. My solid work ethic and willingness to learn and ingredients that would make me valuable addition to your team. 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.

OPERATING SYSTEMS:-

· Windows 7, 8, 10, XP & Vista.
SOFTWARE USED

· MS Office (Word, PowerPoint, Excel, Visio).
· FAAS
· Auto CAD.

· Microsoft Outlook
· Office documentation and filing System 
· AFMIS

Languages Known: -


English, Hindi, Bengali, Arabian

Passport Information: -                                                Date of Barth: -    15 June, 1983.                                                                  
                  
Passport Number                      : M 5121858
Passport Issue                           : 12 Feb 2015

Passport Expire                         : 11 Feb 2025

Employment: -    12 Years’ Experience
HDGSK-JV, Karbala Oil & Gas Refiner, Iraq              
            Nov, 2018 to Present                                    
                                   Planning Assistant                       


        9 Months
Saha Infotec Service, Ranaghat  


           
           
         Sep, 2015 to Oct, 2018
                                     Document Controller in India            


3 Years

Hanwha E & C Company BNCP, Iraq
             
                                   Jun, 2013 to Jul, 2015
                                              Document Controller in IRAQ                                    2 Years
NASA & Transport co. with US Army Base in Afghanistan                                      Nov, 2010- Aug, 2012 
                                            Administrator in Afghanistan                                                2 Years
GCC, ITT International trade. Co, TAMIMI Co,                                                            Jul, 2006 – 6 Sep, 2010                                       
                                                 Document Controller in IRAQ                                   4 Years
AQUA JAVA PVT. LTD. In Kolkata, WB, India.                                                          April, 2005 – May, 2006                                       
                                            Purchase Manager in INDIA.                                                  1 Year
Key Responsibilities and Principal Accountabilities: -
· Ensure that all controlled Quality documents related to the Project are maintained to the latest issue, and that these documents are made available at all locations where operations essential to the effective functioning of the Quality Management System are performed.

· Verify that only the last revision drawings, submittals, etc. are distributed to all locations and involved parties concerned including sub-contractors.
· Prepare all documents based on the quality procedures for internal and external audit. Transmittal of drawings, quality procedures, related documentation to the concerned contractors, departments, vendors and client.
· Ensure that all obsolete documents shall be withdrawn and stamped ‘Superseded’ if retained for record purposes.

· Maintain project drawing/documents distribution record

· Control & maintain the system for issuance recording / filing, tracking, Retrieval of documents like procedures, plans, QA/QC records, Specifications, drawings and related documents.
· Reports to the Project QA/QC Manager

· Responsibilities include record keeping, all documents such as specification procedures, inspection schedule and records, surveillance report, inspection release notice and quality records book with numbering system according to project filing procedure. Handling of all engineering documents. Controlling all records and sub-contractors documents.

· Maintaining all correspondence and other transmittals from the Clients and other contractor / suppliers / vendors etc. in a systematic way to facilitate an easy reference at all time.

· Submitting technical documents for review and approval.

· Well aware of all types of quality documents like ITP, Checklist, RFI, method statements, Nonconformance report, Technical queries, Inspection assignment package, Disposition Report, Material Request, Technical Approval Request, Hydro test packages and other miscellaneous project contract documents.

· Preparing and update of various logs and registers.
· Exposure in Engineering design office, experience in leading a small group of Document Controllers, managing Site Document Control team, in addition to the execution of my own document control duties.

· I am responsible for the effective and efficient document control of all engineering documents, in accordance with the established procedures.

· Design and development of advanced project document control system for the business.
· Daily routine activities of Document Control, including distribution of documents, maintaining electronic folders and directories, tracking and retrieval of documents and drawings.
· Maintain registers of all receipts and issues or submissions of documents and correspondence.
· Expedite the return of documents and approvals or comments within the required time period from internal and external parties to whom they have been issued or distributed.

· Ensure the effective running of the day-to-day operations of the document center.

· Exposure in Engineering design office, experience in leading a small group of Document Controllers, managing Site Document Control team, in addition to the execution of my own document control duties.

· Implement safety standards in handling customer products and items.

· Charge and collect payments from customers for technical services rendered.

· Keep up to date with the advance technical knowledge to serve customers even better.

· Adhere to established technical service standards and procedures. 

· Takes care of the company’s showroom. 

· Coordinates externally with the buyers and internally with the production department

· Go to travel if needed to seek another customer and bring some samples from defined places.

· Clarify product availabilities and delivery time of orders

· Work outside such as meeting for clients to introduce new and latest design

· Follow up and assists orders if delayed

· Helps in putting the display in Carrefour’s for bulk orders (implementation).

· Receiving the items each by counting

· Delivery as same purchase order date following

· Review Accountability report’s for accuracy

· I am responsible for maintenance and continual improvement of Document Control Management System as per ISO Standard. Monitor the document control requirements on an ongoing basis so as to make recommendations for any improvements in the system if necessary.

· Hands on experience in identifying, sorting of Engineering Documents and drawings (Electrical & Instrumentation drawings, plot plans, details, loop drawings, data sheets, standards, isometrics, manuals etc.) as per ISO 9001:2008 Quality Management System, EDMS, QMS & ACONEX.

· Ability to plan, organize, lead and coordinate the Document Control function within our multidisciplinary Engineering group, in order to meet the needs of the projects, proposals and Company’s quality requirements and timely deadlines (milestones).

Personal Strengths

· Responsible and reliable with high sense for duty responsibilities. Devoted the company 

· Trained to work in team in any kind of environment.

· High ability to keep secrets and confidential things.

· Self directed with an ability to lead and motivate others

· Well organized with strong work ethics

· Energetic, creative and flexible.

· Honest and reliable with high sense for loyalty to the project and superiors.
Other Skills

•
Report Writing & Documenting.

•
Performance Monitoring & Motivation

•
Code of Business Conduct

•
Trafficking in person
Date:_______________                                                                                        _______________________

                                                                                                                                             Signature[image: image1.png]



   RAJKUMAR SAHA                                                                                                                                                               PO +PS :– Dhantala,                                                                                                                                                                                                                                                                                                                                                                                                            Dist :– Nadia, (W. B), 


INDIA, Pin No – 741202, 


 Phone N0-7797215860


Whats app: +917797215860


� HYPERLINK "mailto:Email- rajkumar_saha1@yahoo.com" �Email- rajkumar_saha1@yahoo.com�


          � HYPERLINK "mailto:rsaha413@gmail.com" �rsaha413@gmail.com�














