                               CURRICULUM VITAE
MANDAR  ASHOK  PALWANKAR

    
E-mail:  mandash181@gmail.com
Mobile: +97155 6970978
  +971508014482
Visa Status: Visit Visa (Valid upto October 2010)
CAREER OBJECTIVE
To obtain a job that will help me to use my knowledge in the same to serve the company and to learn new technologies. Willing to take challenging assignments and provide valuable and positive contribution to the organization.
PROFESSIONAL EXPERIENCE:
1. Working as AutoCAD Operator, in Welspun Maxsteel Ltd., Salav, India from June 2009 to till date.
2. Worked as AutoCAD Operator, in Genesys International Corporation Ltd., Andheri, India from December 2007 to May 2009.

3. Worked as AutoCAD Operator, in Datson Projects Pvt. Ltd., Navi Mumbai, India from June 2007 to November 2007.   

4. Worked as Document Controller, at Tahasil office, Alibag, India from June 1997 to December 2006.
TECHNICAL QUALIFICATION:,
1. Diploma Course in Desk Top Publishing (D.T.P.) in October 2009.

Course contents – Corel Draw, Page Maker, and Photoshop).
2. Diploma in Computer Aided Engineering Drawing Technology,

Course contents – Mechanical Draughtsman & AutoCAD in June 2007.

3. MS-CIT Computer Course in October 2002.

4. Diploma in Information Technology (DIT) from C-DAC Computer Institute, in October 2000.

5. English Typing with speed of 50 w.p.m. in May 1999.
JOB RESPONSIBILITIES (AutoCAD Operator):
· Ability to develop drawings including Plot Plans,
· Capable of preparation of production drawings, with optimum resource allocation for completion of the drawings as per the planned production schedule.

· Civil Drawings (Plan, Elevation, Structural Drgs. and Sectional Views).
· Electrical Drawings of Control Panel (Control Wiring Diagram), Plan and Elevation.
· To maintain the parameter to achieve standard specification.

· To help in improving the efficiency of existing process operations and assist in solving the process related day to day problem.

· Effective utilization of man and machine. 
· Good communication skills and good command over English language both spoken and written
JOB RESPONSIBILITIES (Document Controller):
· Registering of internal and external documents.
· Manage the document/drawing review process, internal and external etc.
· Efficiently transporting documents among different departments.
· Managing all commercial and technical documents.
· Implementing processes and tools, providing system reports, maintaining and updating electronic information systems, distributing documents, and ensuring accuracy of all documentation.
· Ensuring required procedures and changes are followed.
· Working independently to facilitate work group activities in the department.
· Managing the archival activities for controlling documents and validation of documentation files. 
· Reviewing and proofreading documents for consistency in document formats and system concerns.
· Verifying and issuing labels and documents to the department.
· Using department databases to manage, track and control issued documents.
· Assigning material part numbers, lot numbers and other document tracking numbers.
· Effectively following policies to provide support for the quality systems during corporate audits and actively participating in department activities.
· Adhering to and enforcing company policies and procedures related to document control.
EDUCATIONAL QUALIFICATION:
B.A. from Mumbai University in the year May 1997.
SKILL SET
1. Drafting tool:  AutoCAD 2010, MS Office.
2. Operating Systems:  Windows XP.
3. Stereo Viewing tool:  Datem Summit Evolution.
PERSONAL PROFILE:
Name 




:  Mandar Ashok Palwankar.

Present Address
:  Hadaid building, Room No.606,

   Near Mashreq Bank, Abdul Aziz Street, 

   Al-Qasimiya, Sharjah, UAE.
   Tel. – 065485502.
Permanent Address
:  At - “Sahaj” Bungalow, House no. 1174,            
   Shivajinagar, Chendhare, Tal. – Alibag, 
   District – Raigad, State – Maharashtra,

   India.  Pin Code – 402201.
Date of birth



:  25\06\1977.
Sex




:  Male.
Marital status



:  Single.
Nationality



:  Indian.
Languages known


:  English, Marathi, Hindi.
Hobbies



:  Reading, exercise, playing game.
