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PRASAD THEYYATH
Contacts: +91-9744670801
E-mail: prasadbala2009@gmail.com
Document Controller

Administration ● Documentation Management ● Database Management
CAREER OBJECTIVE

To seek a professional job opportunity with a reputed organization where in my ability and Knowledge will be utilized to the maximum level contributing to the success of the organization and self-growth in the company hierarchy.
PROFILE SUMMARY
· A competent Document Controller with the experience of more than 10 years in Document Management and Control
· Hands-on exposure in planning & coordinating document control functions involving execution of document management processes / procedures and management of Electronic & Hard Copy Document Management System to ensure data integrity by Document Control Department. and systems used in the implementation of Design and Construction and Engineering, Procurement, Construction (EPIC) projects in the Oil and Gas Industry 

· Gained strong working knowledge of Electronic (EDMS) and Hard Copy Documents during Design and Construction and Engineering, Procurement, Construction (EPIC) projects in the Oil and Gas Industry 

· Proficient in handling documents such as the specifications, drawings, requisitions, Commercial and technical documents, and dossiers, etc..
· Hands-on experience in generating various document control reports and updating document data into the standard registers ensuring that the information is accurate 

· Radically efficient in EDMS and managing entire activities related to document control by reviewing the documents prior dispatch, ensuring changes and revisions are clearly identified 

· Keen eyed in identifying, sorting of engineering & technical documents and drawings as per quality management system.
CORE COMPETENCIES 

· Handling the issuance of document numbers, including maintenance of proper document registers for detail technical project.

· Using FTP to documents upload and download, both restricted and confidential.
· Sound knowledge of Vendor Document Control Systems and requirements.

· Following up with the clients internal team to get an expected schedule for all pending documents

· Receiving and registering client provided document for detail engineering or construction  project document

· Managing proper document classification, sorting, filing and proper archiving 

· Conducting document quality check in accordance to company engineering document control procedures 

· Ensuring file backup to ensure proper storage and archiving of electronic registers and preparing project reports, as required.
KEY SKILLS
· Strong IT, database and communication skills.
·  Excellent interpersonal skills and a professional telephone manner.
· Utilizing a range of office software, including email, spreadsheets and databases. 
· A comprehensive understanding of health and safety regulations. 
· Ability to evaluate, prioritize, organize and delegate work schedules. 
· Proven decision making skills. Able to react quickly and effectively when dealing with challenging situations. 
WORK EXPERIENCE

Technip France Abudhabi as Document Controller  -PMT                   Client: SABIC- EXXONMOBIL Joint Venture
Nov’13 -Mar’16





            Project: SAUDI ELASTOMER PROJECT- HALOBUTYL UNIT
· Updated Master Filing System for the preservation of all contract documents, specifications, drawings, submittals, monthly reports and all other project correspondence in a professional manner for an easy access and retrieval when required.
· Maintain document Transmittal log recording the formal review and distribution of project documentation by and to COMPANIES and CONTRACTOR in accordance with the approved Document Control procedure.
· Overall Control of incoming and outgoing documents and other technical documents according to the Project Procedure.
· Maintained all filings of documentations such and faxes, letters, catalogues, technical data and drawings based on its discipline & units.
· Develop and update continuously the Document Distribution Matrix. 

·  Supervised the overall checking, recording and distributing of all commercial and technical project documents and drawings in an efficient and expeditious manner in accordance with agreed project procedures.
· Verified all documentation, including correct numbering, revisions, status, format, title and legibility as per company quality procedure.
· Responsible for immediate response and 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.
· Prepare and submit weekly status report capturing all incoming and outgoing documents, reviewed, approved and pending status of all project documents to Senior Project Engineer and carry out follow-up action.

· Ensure the latest revision and approval status of documents/drawings (P&ID) and As-built is kept updated continuously

· Administered all correspondence, documents, drawings, engineering queries, site queries, non-conformance reports (NCR), Technical Queries, punch lists, specifications, qualifications, procedures and certificates, reports and MOMs etc.
· Operating through Project Database (PDB) and Vendor Data Base (VDB) using Lotus Notes software for maintaining the documents.
· Handled all document distribution by transmittal system as per document distribution matrix for hard copy and electronic document transfer.
· Coordinate project final hand-over documentations (Vendor & Engineering).
ABB SpA Italy as Document Controller



CLIENT : KUWAIT OIL COMPANY
Dec’11-Oct’13






PROJECT:  30”CRUDE TRANSIT LINE (TL-4) , KUWAIT
· Receive and distribute project documents and drawings based on the Document Distribution Matrix to the right department and right person (action parties) as per agreed procedure after Site 
· Maintain registers of all receipts and issues or submissions of documents and correspondence.
· Overall Control of incoming and outgoing documents and other technical documents according to the Project Procedure.

· Operated master document control register updating deliverable details in Electronic Document Management systems (EDMS).
· Proper maintenance of vendor documents likes technical drawings, manuals, Technical data sheets, Material data sheets etc.

· PDF copy of the document will be uploaded in EDMS and a notification will be provided to the project team as per 

Distribution Matrix (DM).

· Prepared progress reports of documents by the department on a weekly basis and issued the notices to department heads regarding outstanding correspondences if any for speedy response as per project contract

· Handled proper dispatching of technical documents to engineering team members as per distribution matrix.
· Ensured that outdated documents and drawings are stamped accordingly and retained for reference

· Uploaded and maintained all AFC drawings and documents in database and send transmittal notifications to responsible persons and subcontractors.
· Efficiently handled subcontractor & vendor documents, technical query and method statements, material approval requests and NCR etc...

· Interacted with concerned discipline engineers to update PID’s, SLD’s and system subsystem mark-up drawings for updating of As-built drawings for final submission.
ADC Energy Systems as Document Controller
                    

 Project: DIP District Cooling Plants (DIP3 &6)

Aug’08-Apr’11







Client : Emirates District Cooling  (EMICOOL)
· Arranged and maintained separate logging system for onsite construction documents like Master Document Register (MDR), and vendor data records MS, TQ, RFI, and NCR etc.

· Dealt with other Consultants & Contractors for facilitating documents workflow and ensure documents status to be closed.

· Handled efficiently register, log, distribute, track, issue, maintain and control office and site project documents and drawings

· Supervised incoming and outgoing documents and drawings and ensure proper tracking, duplication and distribution to appropriate parties in accordance with established procedures

· Ensured that superseded documents and drawings are promptly removed from all points of issue to avoid unintended use

· Arranged the retrieval of documents and drawings from the archives as per requests from staff and ensure that it is stored back correctly

MP Engineering and Construction Co.  as Document Controller




Feb’06-Mar’08

· Managed registers of all receipts and maintained the issuance or submissions of documents and correspondence

· Accountable for overall registration, distribution, filing and archiving of all key owners documentation related to execution of the   integrated project scope of work

· Prepared and submitted monthly time sheet for staff and sent to the main office

· Attentively managed to issue all documents with the transmittal system in order to maintain accurate record of the receipt and issue of transmittals

· Executed regular audit on project documents in order to ensure that all documents are properly maintained and forwarded to the action parties

· Accountable for receiving, dispatching, distributing and filing of all the inspection documents and correspondences
BCG Group Pvt. Ltd. as Office Clerk







July’04-Nov’05
· Managed the filing of all incoming and outgoing documents and drawings 

· Tactfully managed and delivered a variety of administrative and some technical activities

· Responsible for the scanning of documents for keeping record and maintenance of electronic filing system

· Accountable for administering company’s internal systems and controlling all administrative work

· Handled efficiently day to day operations and executed ad-hoc duties as assigned by the management
CREDENTIALS
Education



Course





University/ Board
· Bachelor of Commerce 



:
Dr. CV Raman University

· Pree Degree (Commerce)



:
 Calicut University Kerala

· Diploma in Computer Application


:
 Netpoint Computers
IT Skills

Well-versed with:

· MS Office applications Word, Excel, power point, Access, as well as Adobe Acrobat

· E-mail / Internet, Outlook, Lotus Notes 

· Installation maintenance of windows network & configuration
· Lotus Notes and Lotus Smart Suit, Primavera Contract Management, FTP
·  Knowledge in All Platform in windows operating system
· Working  knowledge in Easy Plant.
PERSONAL PARTICULAR
Date of Birth: 

6th November, 1981

Address: 

Theyyath house, P.O.Kadavanad, Ponnani, Malappuram(dist), Kerala, India
Language known: 
English, Hindi, Tamil, Malayalam

Passport Details: 
Z2861595 (Expiry-29/10/2024)
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