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 Resume


Mathew Aloysius

	Name

:
	Mathew Aloysius


	Nationality
:
	Indian


	Marital Status
:
	Married (2 kids)


	Telephone No.
:
	(Mobile) +91 9895534744

	
	email: mathew.aloysius@gmail.com


	Postal Address (India) :
	8-A1, Artech, Venpakal Heights, PMG, Law College Junction 

	
	Trivandrum 695035 – India.  Phone: Mobile:  +91 9895534744 


	Career Objectives
	
	Strengths

	
	
	

	Contribute to the strategic development of the Document Control function by developing a progressive, business focused Document Control strategy that meets the current and future needs of the organization.  Seeking a responsible and challenging career with a reputed organization. 
	
	· Experience in design and execution phases of O&G Major Capital Projects.
· Focus on results. Effectively identified interface issues, with brief description of each, plus status, need date criticality, etc. and resolve problems using creativity and available resources.
· Prioritize workload and multi-task; flexible to changing priorities. Direct in approach to discovering information. 
· Decision making skills and managing exceptions.

· Tactical communication skills in addressing EDMS issues and grievances.

	Academic Qualification
	
	Values

	
	
	

	Degree in Computer Science (B.Sc)
	
	Making a contribution.  Working as part of team.  Ability to advance.


	Academic Qualification
	
	Values

	
	
	

	Degree in Computer Science (B.Sc)
	
	Over 18 years of working experience with Major O&G, Construction/Power Industries.  Good communication skills and telephone manner, flexible and adaptable, able to liaise effectively at all levels. Self-motivated and resourceful, operating on own initiative or as an effective team member.  Ability to advance. Excellent organization, co-ordination, and reporting skills.


	Proficient with Large Scale 
	SharePoint
(
	Ez-Delcom
(
	Aconex
(

	EDMS Applications
	OpenText
(
	Lotus Notes 6.0
(
	Documentum
(


	Proficient with MS Office Professional Plus 
	MS-Word (advanced)
(
MS-Excel (advanced)
(
	Ms-PowerPoint 
(
WordPerfect 
(


	Proficient with 
	Microsoft Visio Professional
(
	

	
	PDF Writer
(
	Adobe Photo Deluxe
(


	General Work Experience
	
	


	Direct hire (from 01-07-2010 to July-2019) worked with Dolphin Energy Ltd. (https://www.dolphinenergy.com/) for Corporate Procurement & Contracts Department as Document Management Specialist.


Document Management System is maintained by “LIVELINK” a powerful Electronic Document Management System (EDMS) which allows DOLPHIN to control all aspects of document management, from creation to deletion or archiving. The EDMS manages versions, creates an audit trail, and supports electronic mark up of technical drawings and AUTOVIEW.

The EDMS is built on the proprietary software Live Link, with a Dolphin Energy customized User-friendly interface built by Causeway. (Combination of configured software - a collaborative work environment)
Roles and Responsibilities Documentation Management: 

Reporting to the Director within the Corporate Procurement & Contracts department. 

· Maintain and update electronic information systems, distributing documents, ensuring accuracy of all documentation in SharePoint.
· Prepare and record changes to official documents and confirm changes with legal and compliance management staff.
· Worked in SAP for Tender Committee submittals for high value contracts.
· Create and distribute project wide internal and external interface weekly reports.
· Manage the transfer of information, across internal and external interfaces, throughout all contract phases.
· Follow-up, manage, update and track interface items to close out, interface action registers and technical interface documents.
· Strong working relationships with upstream and downstream interface coordinators, project team subject matter experts and external contractor interface focal points.
· Coordinate with Information Management team for document transfer, Interface software maintenance.
· Proficient in upload and ingest assets (videos and photos with all extension – flash files – MS office files – all adobe packages files - with large file sizes.
· Review and evaluate the project environment and existing document management processes.
· Ensures all Agreements, Service Contracts, Call-off Agreements, Variation Orders, and Agreement Routing Slips are uploaded in EDMS as required by the approved work breakdown structure.

· Familiarity with Request for Proposals (RFP) / Request for Quotation (RFQ), Expression of Interest (EOI) / Solicitation of Interest (SOI).
· Capable to prepare proposal template, by incorporating standardized content; customizing standard formats (templates) for compliance.
· Preparation of detailed document formatting in accordance with in-house style guidelines.
· Upload of documents into SharePoint libraries and transmitting of notifications, transmittals, and issue sheet via SharePoint as per approved document distribution matrix.
· Capable of managing multiple project priorities at specified dates.
· Able to communicate effectively at all levels.

· Possess excellent command of written English and be able to understand technical details of engineering documents.

· Implementation of company policy and procedure for identifying, retrieving, distributing and filing of controlled documents.
· Proficient with FEED, EPC and Pre-commissioning & commissioning documentation.

· Assist in the development of company manuals or content classification to facilitate information capture, search, and retrieval.
· Provide formatting for PowerPoint presentations, Graphs in Excel, in accordance with company standards.
· Capable to create and edit complex documents to specifications, assist in claims notes preparation, company corporate manuals, and technical data sheets using expert word processing and document tracking features. 
In terms of document management, records the final approved version of documents and maintains the corporate repository such that users may quickly access the latest version of a document.  Ensure users are notified of the release of a document.  Develops & maintain an up to date well organized system.
	Worked with Dolphin Energy Ltd. - Client (Seconded from Technip - EPC Contractor for Taweelah Gas Receiving Facilities) as Sr. Document Controller (from 03/01/2005 to 30/05/2010):


Project Profile:

The Dolphin Project is a development being undertaken by Dolphin Energy Limited (DEL) for production of natural gas from the Qatar ‘North Field’, gas processing to achieve sales gas quality, and gas export to the United Arab Emirates (UAE). The Dolphin Project comprises three sub-projects. Upstream for gas field development, production and processing, Midstream for gas export and transportation and Downstream for gas distribution to customers.

Main Interfaces: 
	Company
-
	Document control groups, IT, Engineering Team

	External
-
	EPC Contractor Document Control, document management personnel on the Engineer, and subcontractor teams


Competencies: 
Excellent communication; Good level of written and spoken English.  Awareness of the quality issues, especially revision control and formatting associated with issuing of documents.  Competent in the use of Microsoft packages.  Have the necessary Inter-personnel skills to liaise with EPC contractors and team members.  Self-motivated and be able to work under minimum supervision.
Job Profile:

· Accurate and timely document control reporting to project leadership

· Set up project workflows (by approved distribution matrix) to ensure proper information flow.
· Upload and distribute documents to relevant parties in accordance with the document distribution matrix workflow.
· Responsible for issuing, receiving, logging, filing and distribution of all Project documents by distribution matrix.

· Ensures that technical & Vendor documents (soft & hard copies) are stored as per the DOLPHIN Data and Document Management Plan.  Develops & maintain an up to date well organised system.
· Formal communications between COMPANY and EPC CONTRACTOR issued via LIVELINK under IS workflow.

· Ensures that all aspects of documentations are effectively controlled and categorized.
· Responsible for uploading of Exhibits (ADNOC & GASCO Specifications) and downloading of technical documents, drawings, Isometrics in LIVELINK using interface applications program.

· Supervise the issued technical documents in LIVELINK by Correspondence Issue Sheet (CIS).  Ensure it is properly numbered and the correct revision and location of documents into their relevant electronic folders in LIVELINK.
· Ensure proper document numbering for all documents produced by EPC Contractor.  Changes to documents will be reflected by next revision and update the relevant documents accordingly in archives.
· Consolidated comments of reviewed (Project Engineering Team) technical documents, P&IDs, Pipeline drawings etc… is maintained and extracted from Autoview in LIVELINK and process the documents for the transmittal to the EPC Contractor thru CIS sheet.
· Internal distribution within Dolphin Project for review / action of communications received systematically undertaken in LIVELINK using IS (issue sheet) work flow.
· Implemented work flows in requirements with the approved distribution list.

· Ensure Master review sheets generated within LIVELINK database.

· Reports produced to identify the overdue and outstanding Dolphin review data & documents

· Ensure Document control maintained a single set of hard copy reference files.
· Ensure documents held electronically only once.
· Internal issue & distribution of documents and data in a controlled manner.

· Ensure documents originated in LIVELINK and electronic signature has been adopted.

· Ensuring that all documents and data are available in a timely manner at work locations and the various project offices where works will be carried out on an “as required” basis.
	Worked with Canadian Nexen Petroleum, Yemen (Masila Block) as Technical Author seconded from Technip (from 10/05/2003 to 31/12/2004):


(Assigned for Responsible care Management system) - for developing Policies, Critical Task Procedures, Guidelines, Work Instructions and Department Management System Manuals in Lotus Notes (LPMN Database – Lotus Notes) as per Dept. head requirements in a presentable way.  Developed a Document Numbering system for all Policies, Guidelines, Procedures, and Work Instructions for all Depts. in Lotus Notes database for Canadian Nexen.
Departments covered in Masila Block:
· Operations

· Terminal Operations

· Production

· Environment, Health & Safety

· Drilling & Completion

· Engineering & Construction

· Logistics

· Administration

· Human Resources

	Worked with Technip Abu Dhabi as Document Controller (From 4/02/1999 to 30/05/2003):
(Technip – Aramco Project – SRU Train-1, Train-2 & Train-3 Project): 


Associate with project team and liaise with EPC Contractors to ensure that corporate document control procedures are implemented and utilized.  Maintain a library of company documentation at Site offices and help develop, implement at contractors offices corporate EDMS Application (PDB Database – Lotus Notes).  Make available accurate registers of all technical documentation produced by contractor and company to facilitate close-out of project and handover of deliverables.
Accountabilities and Responsibilities:
· To provide Record Management System & technical support to the project team.

· Develop electronic filing and archive system and technical library for easy to issuance, storage, retrieval and management of documents to internal and external customers.

· Accurately allocate and control the numbering of documents and drawings (as required)

· Process all documentation received in DMG in accordance with prescribed matrices and within timescales

· To process all types of design documents in accordance to agreed procedures or work instructions

· Perform prescribed quality check on all documents prior to processing

· Upload and distribute documents to relevant parties in accordance with the document distribution matrix workflow.

· Maintain and update registers to ensure accurate status of submissions.

· Liaise with contractor’s document control centres to ensure company corporate systems are implemented.

· Issue authorised documents in a consistent format in accordance with the Document Control procedure. Arrange for necessary reprographics.
· Examines documents, such as drawings, change orders, and specifications to verify accuracy of data.
· Develop electronic filing and archive system and technical library for easy to issuance, storage, retrieval and management of documents to internal and external customers
· Distribute hard and electronic copies of transmittals appropriately.

· Maintain up-to date registers of both company and contractor documentation.

· Arrange for the purchase of specific publications, as requested by project team.

· Provide assistance to personnel seeking information.

 
Safety Responsibilities:
Demonstrate a personal commitment to Health, Safety and the Environment, by abiding:
· Local Statutory Health, Safety & Environmental Regulations.

· Corporate Health, Safety & Environment Policy, and applying Safety Management Systems

	Additional Qualifications


	Programming
	Oracle  Ver. 8i
(
	Developer 2000
(
	

	
	COBOL
(
	BASIC
(
	


	Systems
	Windows 10
(

	Apple Mac
(

	Unix
(
Intergraph
(


	Typing Speed
	65 W.P.M
	Audio-Typing
	50 W.P.M


	Personal Details
	Enthusiastic, capable to work on own initiative, team player, excellent health and have been a good Cricket player during School and College days.


	Special Skills
	Capable to do any type of formats, Organisation charts, flow charts, & Graph in Word, Excel, Visio Professional, PowerPoint and manage pdf documents efficiently.


********** End of document *************
References can be furnished upon request
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