Alan Thomas – Senior/Document Controller
The Sphere, 1 Hallsville Road, Flat 4, Canning Town, London, E16 1BE 
07805 654 125 - amt040275@gmail.com


PROFILE

Adaptable Document Controller with many years’ experience who has a wealth of knowledge and skill in this field. 
[bookmark: _Int_rFHDkLva]Reliable, patient, committed, dedicated, efficient, and well organised.  Has experience working on high end residential builds, sub stations, hotels, offices, re-developments and schools.  Senior Document Controller for WDS completing London’s first Raffles Hotel the OWO in Westminster. Worked on projects ranging between £20 million – £1.6 billion. An essential asset for project teams working on several projects at once in some very busy environments enabling teams to successfully deliver their information seamlessly and achieve prompt completion of task workflows. Always demonstrating flexibility and a positive and proactive attitude in the workplace. Excellent eye for detail and very diligent at checking for accuracy and consistency. Self-managed, needs minimal assistance to achieve and exceed.  Exceptional listener and with great interpersonal skills who, effectively conveys information verbally or in writing.


KEY SKILLS

· Proficient with MS Office.
· EDMS systems experience; Aconex, Asite, Procore, 4projects, ACC, SharePoint, Newforma.
· Exceptional organisational skills and attention to detail.  Can accurately process large volumes of data.
· Great resolver of many problems, identifying issues and implementing effective solutions.
· Easily adopts new systems and protocol requirements for project delivery.  
· Has knowledge and understanding in ISO19650.
· Can handle multiple tasks at once with the ability to plan and manage conflicting priorities.
· Good knowledge of the design and construction process & document control regulations, principles, practices, and standards.
· Strong at creating, maintaining, and monitoring electronic and paper-based systems.
· Able to collaborate with all departments required, working well with internal and external teams.
· Can adapt quickly to different work environments and works well unsupervised.
· Good communicator at all levels and always willing to assist. Very clear instructor when teaching.


EMPLOYMENT HISTORY

HDR - Contract – Document Controller						NOVEMBER 2024 – AUGUST 2025
· Managed the Technical Submittals and RFIs process for 13 sub stations using multiple EDMS platforms like (Aconex, A-Site, ACC, SharePoint and Ineight supporting the MEP team from UK & overseas.
· Successfully implemented file storage and systems for recording and tracking the technical submittals and the RFIs process. 
· Enhanced the tracking process by implementing systems that ensured teams were aware of workflow deadlines.
· Collaborated with team members to ensure timely distribution of responses.
· Streamlined the process of document distribution to team and client reducing turnaround times and limiting outstanding items.
· Worked in collaboration with the document control team on other large-scale projects to successfully deliver submissions on time.
· Learned how to use new EDMS quickly in compliance with the client's instruction.
· Produced performance reports for management teams with short notice.
· Compiled an instruction guide for document submission.
· Provided training on EDMS to other colleagues.
Projects worked on:	MSFT Substations in Europe 

GA DESIGN - Senior Document Controller						NOVEMBER 2023 – SEPTEMBER 2024
· Worked on a large SAE mega project delivering interior design information for early stages of project.
· Worked with (Aconex) using preset workflows as created by the client ensuring protocol compliancy.
· Assisted the technical director in the creation of a project MIDP through liaison with the consultants and coordinated TIDPs ensure accuracy.
· Assisted in the development of the companies document control processes and procedures.
· Liaised with 3rd party contractor responsible for BIM modelling and drawing production ensuring they were update with all the information they need and their drawings were numbered and named correctly.
· Ensuring that the latest versions of project documents were easily accessible for design team.
· Ensured the delivery of design packages were submitted on time and complied with ISO19650 protocol requirements.
· Ensured the issuing and distribution of documents being received and submitted were tracked and recorded accurately.
· Provided training and support to the teams on document control procedures.
· Attended training sessions for EDMS workflow training.
Project worked on:	Saudi Arabia – Monolith

    
 WESTMINSTER DEVELOPMENT SERVICES - Senior Document Controller			JULY 2018 – MAY 2023
· Controlled the flow of documents between internal teams, and subcontractors from (Aconex).
· Compiled instructions for issue to the main contractor after the documents had been approved.
· Monitored document revisions, ensuring that the latest versions are easily accessible for the design team.
· QA checked all documents submitted by the design team and sub-contractors ensuring all drawings/documents are uploaded in accordance with the procedures and all drawings/documents can be read and printed correctly.
· Assisted the project teams with RFI and Technical Submittal support ensuring trackers are up to date. 
· Tracked responses and followed up on outstanding information.
· Compiled monthly reports related to document control activities for stakeholder meetings.
· Host training sessions and support to the teams or manufactures on document control procedures.
· Maintaining document logs for correspondence, FF&E approval submittals, shop floor drawings, RFIs (incoming & outgoing).
· Extract specific information from (Aconex and 4projects) for design review, i.e, marked up drawings, information requiring status approval, requests for information, sub-contractor drawings.
	Project worked on:	£1.6bn+ The Old War Office, Whitehall (London’s 1st Raffles Hotel)

     NEILCOTT CONSTRUCTION - Contract – Document Controller				MARCH 2018 - JUNE 2018
· Ensured the design team and sub-contractors adhered to the project protocol, and workflow processes.
· Assisted the site project team in site set up.
· On-Site daily management of (A-Site) as the main contractor. 
· Uploading information on (A-Site).
· Obtained daily information submitted by consultants or sub-contractors ensuring quality checks are adhered too.
· Ensured all documents are following full project protocol meeting QA standards.
· Logged and recorded all information requests from the Architects, Subcontractors etc.
Project worked on:	£30m Central Somers Town & Edith Neville Primary School

NUFFIELD HEALTH – Personal Trainer						MARCH 2017 - FEBRUARY 2018
· Helped people overcome their physical and mental barriers in a practical environment.
· Group instructor conducted classes for groups in circuit training and box fit.
· Promoted and sold personal training services to members on the gym floor.
· Proactively interacted with members to promote gym services and provide excellent customer service and developing relationships.
HOARE LEA - Document Controller							JUNE 2014 - FEBRUARY 2017
· Demonstrated ability to work on smaller multiple projects and complete high-quality work against strict and conflicting deadlines.
· Managed Daily on-line portals (A-Site, Aconex, and 4-Projects) for several projects, ensuring files are downloaded and appropriately filed, and paper copies created if necessary.
· Delivered design packages online through (A-Site, Aconex, and 4-Projects) ensuring documents are accurate and are in line with the document register.
· Ensured all documents are following full project protocol meeting QA standards.
· Informed Project Teams of Contractors requests and actions promptly, to ensure responses are sent back within the appropriate time (RFI, ARI Tech Subs etc.).
· Assisting engineers with the production of specifications, schedules and reports doing amendments or setting up templates.
Projects worked on:	New Foundland (Canary Wharf Group), The International Quarter (Lend Lease), Southbank Place (Canary Wharf Group), The Gas Triplets (Carillion)

MAX FORDHAM - Document Controller						JUNE 2007 - JUNE 2014
· Provided administrative and document control assistance to project teams.
· Submitted design packages through EDMS or hardcopy – (Conject, A-Site, BIW).
· Updated technical schedules and registers with amendments or information.
· Covered phone calls and reception cover.
· Ensured all documents are following full project protocol meeting QA standards.
· Managed diary and email for the team.
Projects worked on:	Black Cultural Archives (£3.5m), Cardinal Pole Catholic School (£20m), City Academy Hackney (£30m), The Wharves, Deptford (£150m)

REFERNCES

References available upon request. 
