	[image: image2.jpg]


Adrian
	

	Document Controller/Admin Staff Applicant
	


A well experienced in construction industry as a Document Controller/Administrative Support tasks. Provide accuracy, creativity, good explanation and demonstrate ability for the company
projects. Manage all aspects of Document Control e.g. receiving, registering, distributing and managing all technical documentation. Maintain a library of Company documentation on its policies & procedures. Proficient in using Microsoft Office and Database Programs.
PROFILE

	
	Sex:
	Male

	
	Age:
	29

	
	Nationality:
	Filipino

	
	Current Location:
	Dubai U.A.E.

	
	Visa Status:
	Residence/Work Visa

	
	Marital Status:
	Married

	
	Languages known:
	English: Tagalog


WORK EXPERIENCE

Dec. 2011-Present
Dubai, UAE
Position:
Document Controller
Location:
Al Barsha, Dubai UAE
Client:
M/s Nakheel
Duties and Responsibilities:
Responsible for all documentation needed on the above mentioned project Assure document quality to include completeness & accuracy 
In charge of receiving/releasing (Correspondence, Material Submittals, Drawing Submittals, Inspection Request, Test Reports Submittals) 
Create and maintain a compatible system for effectively filing, archiving and retrieving electronic documents 
Establish and maintain a tracking facility to enable documents to be updated and retrieved easily 
Ensure that only the latest issue documents are available for the use by superseding all obsolete documents 
Provide the Monthly reports for Client incorporation into the project reporting procedure 
Ensure throughout the project that company procedures are adhered to and suitable records are maintained 
Perform other related duties as required 
Sept. 2008-June 2011  Marubeni Corporation
Doha, State of Qatar
Position:
Document Controller
Project:
Doha North TSE 3 Sewerage Project (Civil Project 682/4)
Location:
Umm Sallal Mohammed, Doha, State of Qatar
Consultant:
KEO International Consultant, Stanley Consultant Inc.
Client:
PWA (Public Works Authority)
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Duties and Responsibilities:
Responsible for all documentation needed on the above mentioned project (QA/QC, Engineering, Procurement, and Administration Department) Internal & External, (Inspection Request/NCR’s/SI’s/SoR/Technical Queries’/Material Submittals/Shop drawings (controlled/uncontrolled copy, For Construction dwgs. As Built dwgs). 
Ensure incoming and outgoing documents are distributed to personnel concerned 
In charge of assigning Control Numbers every each document (Correspondence, Material Submittals, Drawing Submittals, Inspection Request, Test Reports Submittals) 
Make sure the signatures are complete. Check date stamp signed, every drawing and document received. 
Respond to queries regarding revision status of issued drawings from engineering/drafting personnel. 
Maintain document control registers updated for records & easy retrieval. 
Ensure that the latest revision and approval status of drawing is kept updated continuously. Register the receipt each Documents /Drawing within the document register. 
Follow procedures and update document control procedures when necessary. Maintain stick files, filling system in an orderly manner. 
Assure document quality to include completeness, accuracy and compliance with established procedures and updates 
Produce status reports for weekly / monthly. 
Ensure all hard and electronic copy distribution of controlled documents to focal point. Expedite and maintain acknowledgments to transmittals. 
Manage the electronic and hard copy filing of project related technical documentation. Scanning, create CDs and manipulate files. 
File and archive documentation to facilitate easy retrieval at a later date. 
Ensure that drawing transmittals are acknowledged in case there is a dispute on whether the drawings were transmitted. 
Archive data for historical purposes 
Perform other related duties as required, (RFP’s) request for payments, administration matters. 
	Feb. 2007-Mar 2008
	AL Habtoor, Murray & Roberts, Takenaka-JV, HMRT (Transguard Group LLC)

	
	Dubai, United Arab Emirates

	
	Position:
	Document Controller-QA/QC Department

	
	Project:
	Dubai International Airport Terminal 3, Concourse 2 & Car Park

	
	Location:
	Airport Road, Dubai U.A.E

	
	Client:
	DCA- (Dubai Civil Aviation)


Duties and Responsibilities:
Responsible for the control of all incoming and out-going documents for QA/QC Department. 
Manages/supervise project documents and assist Doc. Control Engineer 
Provide daily, weekly and monthly accomplishment report to the project manager regarding balance of works on MEP/SAS/ELV Inspection Request Comments. 
Monitor balance of work especially Code 3 Inspection Requests (IR). 
Assure document quality to include completeness, accuracy and compliance with established procedures and updates. 
Coordinate with the consultant regarding on matters related to tracking of documents for approval. 
Maintain the filing system according to the Company’s procedures and in accordance with client’s standards. 
Ensure incoming and outgoing documents are distributed to personnel concerned. 
Receiving all documents forwarded to HMRT project Office in accordance with the Originator’s transmittal 
Prepare Document Transmittal for documents to be returned to the Subcontractor. 
Expedite and maintain acknowledgments to transmittals, responses to transmittals sent for review/comment. 
Filing and archiving of documentation to facilitate easy retrieval at a later date. Scanning, creation of CD's and file manipulation 
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EDUCATION

· Degree of Seafarer Deck Rating Course 
2002-2003 at Lyceum International Maritime Academy (Lyceum of Batangas) Batangas City, Philippines 
· Secondary Education 
1995-1999 (University of Batangas) Batangas City, Philippines 
· Elementary Education 
1989-1995 Sta. Rita, Elementary School Batangas City, Philippines 
OTHER CERTIFICATES

· MS Office Advance 2008 Kahrama Institute Al Karama, Dubai, UAE 
· AutoCAD Course 
2006 Atlas Educational Institute Al Karama, Dubai, UAE 
· Welding (TIG/SMAW) 
2001 Technical Education Skills Development Authority Batangas City Philippines 
IT SKILLS

	
	PC and M/S Applications
	

	
	MS Word, Excel, PowerPoint, Outlook, Access
	(Advance)

	
	AutoCAD
	
	(Basic)

	Languages
	
	
	

	
	
	
	

	
	English
	Working knowledge
	

	
	Tagalog/Filipino
	Fluent
	



PERSONAL OBJECTIVE

It was desire to become a document controller and throughout my career I want to remain a full edge Document Controller .It is the challenges and the sense of adventure in my work .What satisfies in my job is the knowledge of an accomplishments and the smile on the faces of the fellow teammates. My strength is ability to work under pressure and my adaptability and willingness to work in varying conditions.
QUALIFICATION

Excellent in document control, monitoring and management. 
With more than 4 years working experience as a Document Controller in a dynamic organization. Able to work independently, possesses creative mind, trustworthy, enthusiastic, hardworking, team 
player and result-oriented. Analytical thinking, good in planning and organizing. 
Can work in a fast-paced environment, work under pressure, tight deadlines, and repetitive tasks. Perform multi-tasking. 
Friendly, sociable, systematic and resilient. 
SEMINAR/TRAINING ATTENDED:

	Basic Safety Training
	Seaman Trainee Onboard
	

	Dec. 21, 2002- January 05, 2003
	
	

	Philippine Nautical Training Institute
	June 09, 2003-August 09, 2003
	

	Sampaloc Manila 1008 Philippines
	Montenegro Shipping Lines
	

	
	Batangas City Philippines
	


Personal Survival Techniques Fire Prevention & Fire Fighting 
Personal Safety & Social Responsibilities 
CHARACTER REFERENCES:

(Available upon request)
Adrian / CV NO: 786912
Click to send CV No & get contact details of candidate
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