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PROFESSIONAL SUMMARY

Experienced Document Controller with a proven track record in overseeing document control processes for large-scale 
projects. Adept at implementing document management systems, ensuring version control, and facilitating seamless 
communication among project teams. Committed to maintaining high standards of quality and compliance in all 
documentation activities.

WORK EXPERIENCE

 May / 2024-Ongoing



Document Control Associate
WidgetWorks Inc. Denver, CO

1. Supported process improvement initiatives to enhance efficiency.
2. Trained staff on the company’s document management system.
3. Provided administrative support to the Document Control Department and other teams.
4. Documented departmental processes and contributed to policy development.
5. Assisted with special projects assigned by management.
6. Collaborated with teams to streamline documentation workflows.
7. Maintained up-to-date records for compliance audits.

 May / 2023-May / 2024



Document Control Associate
Crescent Moon Design Portland, OR

1. Established effective document flow and distribution processes.
2. Tracked and stored mechanical alignment documentation accurately.
3. Prepared electronic documentation for client turnover.
4. Verified contracts to ensure correct billing of equipment and labor.
5. Generated daily construction field tickets for client signatures.
6. Compiled daily time records for all project personnel.

EDUCATION

 May / 2022-May / 2023



Associate of Science in Business Administration
State University Chicago, IL

Focused on document management and organizational skills.

SKILLS

Cross-functional
Collaboration

File Sharing Protocols Data Entry Record Retention Policies

ACHIEVEMENTS

Improved document retrieval time by 30% through enhanced filing systems.

Streamlined the document review process, reducing approval time by 20%.

Implemented a new tracking system that increased accuracy in document management.

Powered by Qwikresume www.qwikresume.com

https://qwikresume.com/

