
DOCUMENT CONTROLLER / TECHNICAL CLERK / WAREHOUSE SUPERVISOR 

Page 1of 21 

 
 

 
HARISH RAMDAS PAWAR 
Email: harish.19251@rediffmail.com / harish.kw19251@gmail.com 
Mobile: IND – 00917796067729 
 

Field of Specialization: 
 

Effective documentation is a key function of construction management because it can help crews adhere to project 
timelines. A construction document controller is a clerical specialist who manages various aspects of document control, 
including document archiving and document imaging. 
 

Qualification: (Educational & Technical) 
 

 PGPCA Course (Professional Graduate Programme in Computer Application). 
 Diploma in Computer Hardware: - Formatting, Installing the Software, Networking & Trouble Shooting 

 

Software Qualification: 
 

 Microsoft Excel & Word, SharePoint and Microsoft Outlook. 
 

Indian Experience: 
Company: Seabird Logisolutions Limited (Verna Industrial Estate – Goa) 
Designation – Warehouse Supervisor 
 

Qatar Experience: 
Company: Nakilat – Keppel Offshore & Marine Ltd. (NKOM) Ras Laffan Industrial City State of Qatar 
Designation - Document Controller 
Project Title: Engineering, Procurement & Construction for Rehabilitation of Dolphins at LNG Berth 3 & 4 
Project Title: SPM Buoy 2 Overhauling (Block 5 Al – Shaheen Field) / Overhauling / Dry Docking of the SPM4 
Project Title: Fabrication of OBS Module, OBS Boat Fender and Subsea Guide Structures 
 

Project Date - 05th July 2022 to 22nd August 2022 (Short Term) 
 
Kuwait Experience 
Company – Combined Group Contracting Company (CGCC) Kuwait 
Designation- Document Control Administrator 
Project – Mina Al – Zour New Refinery Project (ZOR) – Main Process Units (Contract No. ZOR/EPC-0055-A) 
Project Date – November 2018 to November 2019 
 

Project - Lower Fars Heavy Oil Development Program Phase- 01 (LFHO) 
Project Date - November 2015 to November 2018 
 

Project - Lower Fars Heavy Oil Development Program Phase- 01 (LFHO) 
Project Date - June 2016 to Mar 2017 
 
Company - Kharafi National Company (KN) Kuwait 
Designation–Document Controller  
Project - New Booster Station BS-171 West - Kuwait and Second Part at Slug Catcher Area – South Kuwait. 
Project Date - December 2014 to November 2015 
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Project - Installation of Low Sulphur Fuel Oil (LSFO), Fuel Gas & Gas Oil Pipelines from MAA Refinery to Sabiya& 
Doha Power Stations 
Project Date - April 2011 to December 2014 
 

Project - 40” Gas Pipeline from BS-131 to LPG Plant at MAA Point-A Slugcatcher & Pipeline KM01 to KM 99) 
Project Date - August 2009 to March 2011 
 

Designation – Data Entry in Document Control Department 
Project - Facility Upgrade & Relocation of Underground Process Piping for GC’s 3, 4, 6, 7, 8, 21, 23, BS140 & 150  
Project Joining Date – May 2006 to July 2009 
  

Designation – Data Entry Finance Department 
Project - Shutdown (03months)  

  Owner - Equate Petro Chemical Company 
Project Joining Date – February 2006 to May 2006 
 
Indian Experience 
Designation – Data Entry in Admin Department (Goa – India) 

  Owner – Kare Lab Pharmaceutical Company 
Joining Date – January 2005 to January 2006 
Duration Period – Temporary Contract Basis  
 
 
Duties & Responsibilities: (Warehouse Supervisor) India 
 Liaise daily with warehouse to ensure current stock levels availability 
 Compile daily reconciliation between outstanding orders & available stock. 
 Loading & Unloading of Indoor and Outdoor of A/C Unit.  
 Loading & Unloading of Washing Machine Unit.  
 Daily Entering Inward and Outward Materials in the system. 
 Confirm daily in advance with warehouse on product quantity and availability of product required to dispatch. 
 Maintain a healthy working relationship with service providers. 
 Follow all safety procedures to prevent any damages to vehicles during the loading process. 
 Loading sheet to be completed on a daily basis and constantly monitored to ensure accuracy and best efficiencies. 
 Ensure vehicle inspection are conducted and driver credentials area valid. 
 Verify invoice and delivery notes for accuracy. 
 Monitor daily all processes to meet QA Standards (Quality & Hygiene). 
 Dispatch doors to be locked during weekends and after hours. 
 All relevant filing to be done daily. 
 Monitor all staff to ensure accurate start and end shift periods. 
 Ensure to be fully trained with regards to the disciplinary code. 
 Ensure all staff are familiar with the disciplinary code. 
 
 

Duties & Responsibilities: (Document Controller) Kuwait & Qatar 
 

 I am responsible for the effective and efficient document control of all engineering documents, in accordance with 
the established procedures. 

 Daily routine activities of Document Control, including distribution of documents, maintaining electronic folders, 
tracking and retrieval of documents and drawings. 

 Ensure the correct stamping all documents or drawings in accordance with the prevailing document control 
procedures. 

 Ensure that all documents are issued with the transmittal system. 
 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 Project Manager’s Review. 
 Document distribution by Transmittal System as per Document distribution Matrix for Hard copy and Electronic 

Document Transfer. 
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 Maintain records of engineering documents and drawings in hard copies and electronic files and monitor the 

revisions and approval status thereof. 
 Keep current hard copies and file obsolete version. 
 To maintain the documents and drawings in the Document Control Office under safe custody without any damage 

or deterioration with easy traceability. 
 Scan and store the approved shop drawings in the database so that the project team can access. 
 Preparation of all documents and communicating with employees in order to make submissions early is part of the 

job of a document controller. 
 A document controller is responsible for document controlling. Before submitting a document, a document or file 

must first be checked and approved. This is the task of a document controller that all files submitted are approved 
by the person in charge. 

 Register, log, distribute, track, issue, maintain and control office and site project documents and drawings. 
 Maintain document logs for correspondence, Shop drawing, BBS, STQ, RFC, MAR, RAM, QA/QC ITP&PRO 

(incoming & outgoing). 
 Receiving Isometric Master Drawings & Submitting for Isometric Weld Map Drawings for Client Approval. 
 Submitting and Receiving Drawings / Documents through Contractor Share Folder via Share Point. 
 Preparing (Scanning & Additional Hard Copy) Final Quality Dossier and Submitting to Client for Approval. 
 Assisting other Document Controllers on project site to ensure and monitor the effective implementation of  

company Document / Drawing Control Procedure. 
 Conducting regular project site visits and evaluate the current Document Control work processes, and suggest 

process improvements / development of new processes as required, in coordination with the Project Manager and 
Functional Department Head. 

 
 
 

Character Reference: 
 

 
1) Mr. Ahmad Al – Habbash  - Project Manager (Combined Group Co.) Contact No. 0096599870723 
2) Mr. Ahmed Samy – Technical Engineer (UGGC Co.) Contact No. +201008719293. 
3) Mr. Avneet Singh – Technical Engineer (Combined Group Co.) Contact No. 00919463674447  
4) Mr. Senthil Kumar –Construction Manager(Combined Group Co.) Contact No. 00919976864732 
5) Mr. Loganathan - Senior QA/QC Engineer (Combined Group Co.) Contact No. 00919566714956 
6) Mr. HentryArumugam – Senior QA/QC Inspector (Combined Group Co.) Contact No. 00919360073981 

 
 
 

List of Skills 
 

 Communication 
 Ability to Work Under Pressure 
 Decision Making 
 Time Management 
 Self-motivation  
 Leadership 
 Adaptability  
 Teamwork 
 Creativity 

 

 
 

 
 
 
Date:  
          
Place: Goa, India                                            (Harish Pawar) 
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