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                                                           CURRICULUM VITAE
Nisar Ali

Post Applying for Document Controller 
Mob: +971 565881710
Email: nisar2200@gmail.com, nisarjsb@gmail.com



CAREER SUMMARY 
I have around 8+ years of comprehensive experience in Project Document Control, Administration and inter discipline coordination for project tasks in the field of Construction & Oil Field. Familiar with ISO Quality working system. Also well conversant with project applications like Document Management System, Aconex and Document control methods using modern communication tools etc., as per various clients’ requirements / standards. Manage of Project Master Controls, Drawings & Documents for various Projects (ISO certified) in UAE / KSA. 
WORK EXPERIENCE
From January 2017 to June 2018 worked as a Document Controller at Greenline Interiors Company Head Office at Dubai (Jabal Ali Freezone Company).  Handling multiple project documents & records such as Material Submittals Log, Shop Drawings Tracking Log, Job Orders Log & preparing Transmittals etc.
From October 2015 to September 2016 worked at Tri Star Engineering Services, India.

Project        :   Civil Construction Works

Position       :  Document Controller

Client           :  Nagarjuna Oil Corporation Limited

Consultant  :  New Way Creations
From January 2013 to September 2015 worked at Emeco (Abbar & Zainy Groups) Saudi Arabia.
Project        :   Jabal Sayid HCIS Project (Near Madinah)
Position       :  Document Controller
Client           :  Bariq Mining Limited
Consultant  :  SNC - Lavalin
June 2010 to May 2012 worked at Al Fara’a Group of companies (AFGCO) in Al Ain, United Arab Emirates.
Project        :   Al Ain Residential Village
Position       :  Document Controller
Client           :  ALDAR Properties
Consultant  :  APG (Architecture & Planning Groups)

June 2009 to November 2009 worked at EMCO (ETA – ASCON Groups) in Ghayathi, Abu Dhabi.
Project        :   Ghayathi Housing Projects
Position       :  Document Controller
Client           :  WRM (Western Region Municipality)
Consultant  :  Eurostudios
April 2008 to May 2009 worked at EMCO (ETA – ASCON Groups) in Umm Al Naar, Abu Dhabi.
Project        :   Refinery Phase – 2, Civil Construction Works
Position       :  Document Controller

Client           :  TAKREER
From December 2006 to March 2008 worked at EMCO (ETA – ASCON Groups) in Habshan, Abu Dhabi.
Project        :   Civil Construction works (HSE Building, Gymnasium, and Swimming Pool)

Position       :  Data Entry Operator
Client           :  GASCO
KEY RESPONSIBILITIES
· Coordinate all activities related to the Document Control procedure, including technical documents, drawings
· Create & Maintain Master Document Control Register or VDRL (Vendor Data Register Log) for incoming and outgoing project documents.
· Ensure the timely turnaround of documentation issued internally or received externally for both design and operations.

· Respond to queries regarding revision status of issued drawings / documents from engineering / drafting personnel.
· Handling and storage of all documents relative to ISO Procedure to maintain system and quality record.
· Internal distribution of all the Procedures, Method statements, Material Submittals, Shop Drawings to concerned individuals for execution.
· Receives, identifies, stores, controls, reproduces, tracks, retrieves, and distributes documents.
· Ensure that the latest revision and approval status of drawings is kept updated continuously.
· Submits project documentation to client for approval, and transmits approved documents to concerned departments (Project Controls, HSE, and QS dept., Construction, Administration and the Management).

· Preparing Project related Letters to Client, Consultant & Subcontractors 
· Export of As-Built files in the Client required format
· Maintain the documents and drawings in the Document Control office under safe custody without any damage or deterioration with easy traceability
· Upload various types of Documents & Drawings to ACONEX Document Management System for creating Transmittals to Consultant / Client. 
· Distribute Commented Documents / Drawings to Internal Distribution & Sub Contractors through Aconex Document Management System & EDMS
· Preparing and Maintaining various Reports and Records.
ACADEMIC QUALIFICATION
Degree                    :    B.Sc (Bio – Chemistry)
College                    :    Shree Raghavendra Arts & Science College

University               :    The Madras University
Period                     :    2002 to 2005
Master Degree      :    MBA (Discontinue) at Annamalai University, Chidambaram.
COMPUTER   QUALIFICATION

· DMO (Diploma in MS Office)
· C,C++
· MS Outlook Express

· ACONEX Document Management System
TYPING SKILLS
· English    :  50  wpm (Pass with grade A from Government Organization )
· PERSONAL DETAILS

Date of Birth            :   12.10.1983

Religion                    :    Islam

Nationality               :   Indian

Marital Status          :   Married


Language Known    :    English, Hindi & Tamil (Mother Tongue)

C/o Number            :    Ibrahim Mohamed Haja – Guardian (+971505669768 – Abu Dhabi)
· PASSPORT DETAILS

Passport No                 :  M9091257
Date of Issue               :  18.08.2015

Place of Issue              :  Jeddah
Date of Expiry             :  17.08.2025
Visa Status                   : Visit Visa valid up to 10.10.2018
· DECLARATION

I hereby declare that all the particulars mentioned above are true to my best knowledge and I assure that I am willing to work in your esteemed organization with great enthusiasm.      
Date   : 25.09.2018
Place  : Abu Dhabi, UAE.                                                                                                                         Nisar Ali
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