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Key Responsibilities and Management Strategies for the Construction Project
Documentation Officer Position
Chenlu Jin
Zhejiang Huanyu Construction Group Co., Ltd.

[Abstract] The construction project documentation officer holds a pivotal position in project management, as
the quality of their work directly impacts project acceptance, settlement audits, and legal accountability. This
paper systematically examines five core modules—document management fundamentals, process control,
archiving and file organization, communication and coordination, and risk prevention. It outlines essential tasks
such as document classification and coding, technical documentation inventory management, and standardized
documentation guidelines; provides an in—depth analysis of critical process control points including material
inspection reporting, image retention for concealed work acceptance, and synchronized management of
inspection batches; details archiving strategies for as—built drawing preparation, file cataloging, and ensuring
electronic archive consistency; and proposes practical approaches for multi—stakeholder collaboration, process
optimization, and risk mitigation, offering a comprehensive reference for documentation officers to perform
their duties efficiently.
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