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DOCUMENT CONTROLLER

S VALUING
PEOPLE

ABOUT THE ROLE

The Document Controller ensures that all hard and soft copy documents are kept up to date and coordinated. This
will include daily checks on Asite, printing, scanning and status changes on commented drawings. They are also
responsible for keeping the hard copy filing, drawing racks & registers up to date. The role involves coordinating
with different consultants / departments / and if necessary contractors, and ensuring that documents are kept in the
right location, recorded, and distributed as required.

KEY RESPONSIBILITIES

e Manage and control versions of technical documents (internal & external) through the Document
Management System.

e Ensure teams across the division comply with document control processes and procedures so that
everything is tightly controlled

e Verify that documents comply with the required standards and have been completed to the required quality
standards

e Maintain a register of documentation and files through the use of the Document Management System

e Manage the storage of all hard copy documentation for the designated programme to ensure easy access
when required

e Ensure that document control standards are maintained in-line with company standards by attending
training and receiving regular updates from the Group Technical team.



THE PERSON
What kind of person are we looking for?
e Able to work in a team as well as on your own initiative.
e Willing to learn.
e Able to follow instructions.
e Good level of interpersonal skills.
e Able to communicate clearly and effectively.
e Organised
e [T literate — basic knowledge of Microsoft based packages.

These are illustrative duties and the job holder will be expected to become involved in a range of work to
enable the department to respond effectively to the requirements of the Company.



