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	Document control administrator with an experience of 10 years. Responsible for the accuracy and quality of the documents maintained. Experience in managing confidential data. Complied with company laws and policies. Retrieving and searching data as per the customer requirements. Ability to understand the customer requirements and act accordingly.
Detailed oriented with excellent communication skills. Worked in coordination with the managers of different departments. Trained the staff in use of software and recent laws in relation to record maintenance. Knowledge of technical terminologies. Ability to prioritize and multitask. Regularly communicate with internal and external business partners. Experience in use of various software and office equipment.
My objectives in this role are/were:
· To manage company documents while maintaining the confidentiality and accuracy.
· To comply with record retention policies.
· To comply with new laws and company policies to protect consumer data.
	

	
	
	

	
	
	

	
	
	

	
	
Education
DEGREE | DATE EARNED | SCHOOL
Major: Click here to enter text
Minor: Click here to enter text
Related coursework: Click here to enter text
DEGREE | DATE EARNED | SCHOOL
Major: Click here to enter text
	
Skills/Core Competencies
Attention to details.
Communication skills.
Self-directed & highly motivated.
Deadline driven personality.
Ability to prioritize & multitask.
computer savvy
Use of soft wares.
	
Management
Think a document that looks this good has to be difficult to format? Think again! To easily apply any text formatting you see in this document with just a click, on the Home tab of the ribbon, check out Styles.
	

	
	
	
	
	

	
	
	
	
	

	
	
Experience
Job Title | Company | Dates From - To
My roles in this job are/were:
· To accurately update information as required.
· To respond in a timely manner to any requests for information.
· To retrieve and search information for different departments.
· To ensure that all electronic and hard copy filing is accurate.
· To allocate and control the documents numbering systems for the project work.
· To support the technical staff and departments with the document preparation
	
Job Title | Company | Dates From - To
My roles in this job are/were:
· To maintain the flow of controlled documents.
· To adhere to record retention policy for the company.
· To store, manage and track the company documents.
· To archive the inactive records in accordance with the records retention schedule.
· To assist in file migrations & audit.
· To train employees on record maintaining procedures.
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