CURRICULUM VITAE
Name: Shahul Hameed
Phone: 00965 55560749 / 50965454 
Email:  psmshahul19@gmail.com
Application for the position of : Lead / Senior Document Controller  
Objective

To become a part of a team of any reputed establishment at any country with challenging work & environment, which will provide scope for professional growth and bring revolutionary change in my career.












	Experience 


Total Years of Experience
:
15 Years

 Experience in Kuwait
 
:
11 Years

 Experience in India 


:
4 Years
	EDUCATION DETAILS


Degree - Bachelor of Business Administration (B.B.A.,)

Diploma - Higher Diploma in Software Engineering (H.D.S.E.,) 

Diploma in Microsoft Certified Professional (M.C.P.,) 

Diploma in Industrial Safety (D.I.S.,)

Career History:

Professional Experience in Kuwait 
	Company / Location

:ALGHANIM INTERNATIONAL GENERAL 






TRADING & CONTRACTING CO – KUWAIT (ISO9001:2008)


June 2011-present:
At present, working as a Lead Document Controller, for MEW OCGT-09 at Azzour South, Kuwait, Leading subordinates (to guide, monitor and control of Documents and Records for Technical drawings, documents, Invoices etc..), for the below listed projects. 
1) Project Title: - Supply, Erection, Operation and Maintenance of Gas Turbines to Upgrade Power Capacity at Az-Zour South Power & Distillation Plant Site (500 MW), Project Client: - MEW, Contract No.: MEW/C/4609-2013/2014, Engineering Consultant:  L&T - SARGENT & LUNDY LIMITED INDIA, Original Contract Sum: - EURO :123,662,282 + KD: 55,916,185 , EDMS: - ArcMate 8 in NVS Soft & FTP (File Transfer Protocol), Duration : December 2013 to till date.
2) Project Title:- Azzour South RO Desalination Plant with Recarbonation System - (30 MIGPD), Project Client:-  MEW, Contract No :- MEW/C/4244-2010/2011, Consortium Contract:- OAC (OTV- S.A. France / Al-Ghanim International General Trading & Contracting Co., Consortium - Kuwait), EDMS: - A2DMS from M/s. OTV - France,  ArcMate 8 in NVS Soft (Kuwait) & FTP (File Transfer Protocol), Duration : June 2011 to Mid of November 2013.
	Company / Location

:UNITED GULF CONSTRUCTION COMPANY  






(UGCC) - KUWAIT


May 2003 till May 2011:

Worked as a Senior Document Controller at various Engineering Procurement Construction (EPC) Projects for M/s. United Gulf Construction Company in Kuwait, which are listed below:  
1) Kuwait Oil Company (KSC) Contract #  36081, New Effluent water Transfer Pipe Lines From GCS-17, 27, 28 to MWIP And GC-28 EWTS And TANKAGE Up Gradation at west Kuwait (Cross Country Pipeline Project).
2) Kuwait Oil Company (KSC) Contract # KOC 35055, 30” New HP Gas Transmission Line from BS 140 to GCMB project, Burgan, Kuwait (Cross Country Pipeline Project). 
3) Kuwait Oil Company (KSC) Contract # KOC 11629, Replacement of Water & Gas Networks Project, Ahmadi – Kuwait (Pipeline Networks).
4) MPW Project Contract # SE-19, New Mishrif Pumping Station, Mishref, Kuwait
5) Temporary Field Accommodation (TFA) for British Army Camp-Iraq.

Duties and responsibilities:

· Assigns specific roles and responsibilities to all document control staffs under my control, coordinates and administers them to ensure that every one of them sufficiently comprehends their roles and tasks efficiently. 
· Processes of all project related documents and correspondences by document control system.
· Maintains a master document register of the latest drawings at project and ensure that all recipients are transmitted the drawings they require as soon as new revisions of drawings are received.
· Ensure the latest revision and approval status of drawings, documents and invoices are kept updated periodically in the prominent folders. 
· Preparation of status reports for weekly and monthly to Planning Manager.
· Maintains document control registers (document for incoming and outgoing documents) and Ensures all hard and electronic copies distribution of controlled documents to focal point.
· Filing and archiving (hard and soft) of document for the easy retrieval when needed.
· Scanning and compiling drawing & documents which issued for Construction. 

· Uploading/downloading of drawings, documents, submittals, letters, etc. Using by EDMS of ARCMATE and FTP.

· Creates an electronic and hard copy register of documents and maintain a history of drawing revisions and transmittals sent to architects, builders, contractors and sub-contractors etc... 

· Auditing and developing of positive working relationships with all project participants.
· Compiling of the contractor‘s and sub-contractor’s quality verifying documents for client submission.
· Maintains the document control system for the project ensuring all document control procedures are adhered to by project participants.
· Support audits (internal & external for ISO-9001:2008) in order to verify that regulatory and quality requirements have been met.

· ISO 9001:2008 Steering Committee member.

· Preparation of all submission to Clients i.e.  Transmittals, correspondences for review, approval, information etc...

· Receives all incoming documents. Determines filing category and makes input to the automated document/drawing control databases. .
Experience in India:
	Company / Location


:DARUL ULOOM YOUSUFIYYA ARABIC 







(DUYAC) - INDIA


May 1999 to April 2003
Worked as a Computer Instructor in Darul Uloom Yousufiyya Arabic College, Dindigul, Tamilnadu, India, one of the biggest Arabic Institution in South India.
Duties and Responsibilities:

· Recording and maintaining all accounting ledgers by manually and preparing the T.B and B.S & Files Handling.

· Given Computer Training to the students and staff members of the institution.
· Collection and Preparation of Articles received from the students for Internal Monthly Magazine (Name of the Magazine: Al-Rashid), for students.

· Preparation of correspondences in the languages of English, Arabic & Tamil.
	COMPUTER KNOWLEDGE


Operating Systems

: 
Windows Vista, Windows XP, UNIX and MS Dos
Languages Known 

: 
C, C++, PL /SQL

RDBMS


: 
Oracle with Developer 2000, Access

CADD Tool


:
AutoCAD.

Packages Known

:
MS-Office, Corel Draw, Photoshop, 
Page maker,  In Page, Instant Artist.

Data Base


:
FoxPro

Typing Known

:
English, Arabic & Tamil.
	PERSONAL DATA


Name




:
Shahul Hameed Badusha
Father’s Name


:
Mohamed Sulaiman (Late)

Sex




:
Male

Marital Status


:
Married (Two kids)
Nationality 



:
Indian

Religion



:
Islam

Languages Known


:
English, Arabic, Tamil and Hindi.
Visa Article



: 
18 (Transferrable)
	PASSPORT DETAILS


Passport No



: 
L1163031
Date of Expiry


: 
18th June 2023
Place of Issue



:
Kuwait 
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