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DOCUMENT CONTROL AND QUALITY MANAGEMENT SYSTEMS DOCUMENTATION COURSE
Packaged by GWCNL in affiliation with Charis The training company uk, certified by CPD uk
                
1.0	BECOME A CERTIFIED DOCUMENT CONTROLLER 
This qualification sets the minimum standard for all those in or entering the document control profession.  It introduces the knowledge and skills required by document controllers to take responsibility in managing and controlling documents.  The course is based on ISO 9001 & ISO 30301 requirements and accredited by GWCNL in affiliation with Charis The training Company uk, Certified by CPD uk 

Upon successful completion of this course, delegates will obtain a Certified QMS Documentation and Document Control certificate. 
This course is run for three days with over ten syndicate sessions, 5 video clips of one hour each on records management, how to set-up paperless office, document filling, document numbering and responsibilities of Document Controller.

2.0	BENEFITS OF DOCUMENT CONTROL AND QMS DOCUMENTATION 
· Document control and document management are essential to maintaining quality and compliance.
To effectively control quality, an organization must control quality documentation such as policies, quality manual, CAD files, engineering charge orders etc.
· The course will give you the knowledge of ISO 9001 and ISO 30301 
· It will give the stand to access international jobs
· Global recognition


3.0	WHO SHOULD ATTEND 
· Professionals who want to develop career as a Document Controller and involved in document control and QMS System Documentation.
· Top management, personnel managers, and service professionals.
· Management representatives.

4.0    COURSE CONTENT
A.     Overview of Quality Management system Documentation – ISO9001
B.     Structure of Quality management system
C.     Overview of management system for Records (MSR) – ISO30301
D.     The structure of management system for Records
E.      Context of an organization
F.      The principles of Document Control
G.      Document and Documentation
H.      Document control and its essential elements.
I.       Stamps – Document controller tools
J.      Document control data base
K.     Duties and Qualities of a Document controller
L      Filling and Numbering system
M.    Simple flow of how to set-up a DCC
N.     EDMS (Electronic Document Management System)
O.     Ethical Hacking
P.     And more.     

4.1	EXAMINATIONS AND QUALIFICATION 
Students are evaluated throughout the program based on their performance, attributes, involvement and active participation and contribution as part of continuous assessment.  At the end of the program, an examination will be administered covering all the topics delivered in the course and would last two hours.  The pass mark is 70%.

5.0 QUALIFICATION AND ELIGIBILITY CRITERIA 
For the purpose of registration of DMI as auditors, candidates shall have the following educational qualification and experience.
· Bachelors Degree in any field or Diploma preferable 
· Secondary education with 5 years of work experience or 4 years (including 2 years of field related work experience).
· Some experience with management system such is BS QHSAS 18001 or any other management system such as food safety FSMS 22000.

6.0	COURSE DURATION 
	30 hours spread over 3 days (approximately 10hours per day)

HOW TO REGISTER/TERMS OF PAYMENT 
Kindly complete the student nomination form with your full details and return with evidence of payment advice and we will contact you within 2 days.  Payments are to be made in cheque, Bank draft or Electronic transfer in the account below:
	
PAYMENT INTO: 	Globalworld Certification Nigeria Limited
BANK:			Access Bank plc
ACCOUNT NUMBER:	0052057064
For more details please contact:
[bookmark: _GoBack]Precious	- 08036354984 or  07037734250 	
Nigeria Regional Office:			LAGOS;
Globalworld Cert. Nig. Ltd		Off Ikorodu Road 	 
             No. Oliver Plaza, Ikwerre Road        Obanikoro Lagos
             Rumuokwuta Port Harcourt
Email:	info@globalworldcert.com                    	
           website: www.globalworldcert.com 
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