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	DOCUMENT CONTROLLER 

	 

	Dedicated Professional, with an ability to provide administrative support and relations with fellow staff.  Flexible, quick learner who adapts easily to new situations and enjoys a challenge.  Possess strong data management skills, ability to interact with cross-functional departments, with high degree of professionalism, discretion and problem resolution capabilities. Ability to diplomatically resolve concerns and diffuse tension. Willing to join a successful oriented corporation with an opportunity to enhance my skills and contribute to the growth of the organisation.

	 
	 
	 

	 
	 
	Key Strengths

	· Multifaceted

· Excellent in E-docs &  SAP Systems, Livelink, Aconex & File Transfer Protocols
	· Multitasker

· Excellent Communication & Presentation  Skills
	· Excellent in  & IT Skills
· Inter-personal Skills

	· Efficient and Dependable
	· Problem Solver
	· ACAD 2D Certified

	· Trusted in handling  Confidential Matters
	· Excellent typing Skills
	· Excellent Correspondence Skills

	
	
	

	

	 
	 
	Core Competencies

	· Self-motivated professional with a commitment to providing quality of Document Control System, with over 10 years of experience in Construction firm in the Philippines and Middle East.

· I possess a Bachelor of Science in Computer Information System (BSCIS). I have successfully completed a Certification for 2D Auto Cad Software, having Excellent IT knowledge including MS Office application packages, Adobe Acrobat PRO, Reader, Photoshop, Illustrator, Idesign, PC repair installation and configuration.
· Excellent knowledge of Electronic Documentation Filing System, ie. E-documan, SAP System & Aconex. 

· Demonstrated aptitude for developing new skills, proven record of rehabilitee and responsibility.

· Good at maintaining rapport with the Operation Managers, Project Managers, Site Engineers, Staff and other colleague at Site Offices.

· Relate well to people from various cultures and socio-economic conditions. 

· Strong analytical skills, capable of assessing conditions and implementing appropriate intervention. 

· Resourceful problem solver capable of implementing solutions to complex problems. 

· Possess special sensitivity to meeting diverse needs in varied situations. 

· Energetic and hard-working with the ability to adapt the environment easily. 

	 
	 
	 

	 
	 
	Career Snap Shot 

	Jan. 2014 to Present

Dec. 2012 to Dec. 2014
Nov 2008 to Nov 2012 
	Document Controller Larsen & Toubro Limited Abu Dhabi, UAE
Document Controller Al Nasr Middle East General Contracting LLC. Abu Dhabi, UAE
Document Controller, Rashed Darwish Al Ketbi Commercial Investments  LLC, Dubai, UAE 

	Nov 2007 to Nov 2008 
	Document Controller, Aligned Business Consultancy, Dubai, UAE. 

	
	

	
	

	 
	 
	 

	 
	 
	Professional Experiences

	Senior Document Controller 
	(Jan. 2014- Present) 

	Larsen & Toubro Limited.  ISO 9001:2008 &  ISO14001:2004
Project: Abu Dhabi International Airport Project

(Direct Reporting To: Project Manager) 
	Abu Dhabi, U.A.E. 

	· Responsible & accountable for the implementation of quality policy at workplace.

· Device methodology to achieve the target set to meet the quality policy & objectives.
· Ensure implementation of Project Quality Plan applicable to document control department, Liaison with Consultant, Customer, Cluster Office and Local Authorities.
· Control of all incoming and outgoing correspondence & documents.

·  Ensure all collaboration system protocols "Knowledge System" are followed.

· Receive sort distribute correspondence, filing copies as necessary.

· Effective filing of documentation through use of project specific filing system
· Tracking of incoming/ outgoing documents, proposals, control of distribution etc.
· Document co-ordination between consultants, contractors and client.
· Coding and management of invoices where appropriate.
· Preparation of presentation packages.
· Manage contract administration documentation.
· Load all information onto Live Link system.
· Control Internal EDMS system.

	
	 
	 


	Document Controller 
	(Nov. 2012- Jan. 2014) 

	Al Nasr Middle East General Contracting LLC. ISO 9001:2008 

Project: Al Raha Residential Towers
(Direct Reporting To: Project Manager) 
	Abu Dhabi, U.A.E. 

	· Preparation, Submission and follow-up of Documents, Samples related to project to Main Contractor/Consultants for their approval. Routing/distributing of documents as per company procedure & requirement in expedition.

· Implement standard procedures for receiving, dispatching, distributing & filing of documents being handled in the section.

· Filing/Storing and data maintenance in such a manner that Information should be available for all concerned persons at anytime.

· Have introduced a latest numbering system in handling of shop drawings enabling easy reference of submission to Main Contractor/Consultant, approval status, resubmission, distribution (to related departments/sections) etc.

· Handling an informative system of matrix for distribution of project correspondence, Inspection Requests, shop drawings, Engineer's comments/approvals on site clarifications, work notifications, document submittals, material submittals, area of access handovers, etc. developed by the project management.

· Maintaining a standard system of project filing (both manual and computerized), enabling easy reference of all project letters/documents instantly.

· Updating, reviewing, compiling and preparing reports/statements of incoming/outgoing correspondence, all types of documents including Subcontractor approvals, Material approvals etc. and submitting to the top management as and when required.

· Working with the QS Dept. to support for the take offs and estimation – Contracts Dept.


	Document Controller 
	                        (Nov. 2008 – Nov. 2012) 

	Rashed Darwish Al Ketbi Commercial Investments LLC. (ISO 9001:2008) 
Project: Head Quarter

(Direct Reporting To:  General Manager)
	Dubai UAE. 

	· Using EDMS (Electronic Document Management System) as per client requirement and as per line manager’s instructions.

· Registering all incoming and outgoing correspondences, MoM’s, Drawings & technical submittals.

· Maintaining a register of all incoming and outgoing mail, stamping and recording of mail before circulating for distribution to the Project Manager as set out in BMS Project Communication and Document Control and BMS Site Supervision Quality Procedures.
· Responsible for Control/Track/Issue of complete project documentation such as incoming and outgoing correspondence, Site Instructions, Change Orders, RFI, RFM, Daily Report, Submittals and other forms of pertinent documents from the Client and Subcontractors (including company’s internal documents).

· Responsible for receiving, logging and distributing all technical documents and assisting in coordination and monitoring of administrative activities to facilitate and expedite the work flow.

· Set up/assist document control filing system.

· Maintaining all files within the Filing Department

· Opening new files in accordance with PQP for each new project, maintaining all tracking records and ensuring that they are initialed when a file is taken from the filing room.

· Chasing up each individual for return of files.

· Maintaining all Tender Documents and ensuring originals are not taken from the filing room.

· Collecting faxes regularly, recording and sending for distribution to the individuals concerned, photocopying fax if it is marked for someone’s urgent attention and sending them accordingly with a copy to the Project Manager/line manager.

· Implement and maintain a coordinated and consistent filing system; ensure that all filing is up-to-date and in accordance with QSE procedures.

· Co-ordination between other Consultants & Contractors for facilitating documents workflow and ensure documents status to be closed.

· Update drawings in accordance with Drawing Register.

· Follow-up with team members and others for “open” status items to be closed down.

· Maintain Project Documentation as per ISO standards.

· Electronic-transmission of documents. Data input to database related to document receiving & tracking document.

· Assist Site office administration, Coordination with the respective Project Managers, Secretaries and other staff to ensure correctness of the records.

· Archiving contract/project documents.

· Maintain Archive section up to date.

· Regular periodic backup (electronic copy) of project documents.
· Successful closeout and handover of documentation as required by line manager.

	 
	 
	 

	Document Controller 
	(Aug 2006 – Oct. 2008) 

	Aligned Business Consultancy LLC.  ISO 9001: 2008
Project: Head Quarter

(Direct Reporting To: General Manager) 
	Dubai, UAE

	· Exposure in Engineering design office, experience in leading a small group of Document Controllers, managing Site Document Control team, in addition to the execution of my own document control duties.
· Responsible for the effective and efficient document control of all engineering documents, in accordance with the established procedures.
· Administer the document lifecycle (author, approve, publish, revise, retire, archive) engineering, construction documents and other business policies and procedures.
· Daily routine activities of Document Control, including distribution of documents, maintaining electronic folders and directories, tracking and retrieval of documents and drawings.
· Work closely with engineering, quality assurance, and project management to ensure that all documentation is current, with all changes fully documented and tracked.
· Maintain registers of all receipts and issues or submissions of documents and correspondence.
· Expedite the return of documents and approvals or comments within the required time period from internal and external parties to whom they have been issued or distributed.
· Hands on experience in identifying, sorting of Engineering Documents and drawings (Electrical & Instrumentation drawings, plot plans, details, loop drawings, data sheets, standards, isometrics, manuals etc.) as per ISO 9001:2008 Quality Management System, EDMS , QMS & ACONEX.
· Ability to plan, organize, lead and coordinate the Document Control function within our multidisciplinary Engineering group, in order to meet the needs of the projects, proposals and Company’s quality requirements and timely deadlines (milestones).
· Register, log, distribute, track, issue, maintain and control office and site project documents and drawings.
· Coordinate the activities of Document Control, including distribution of documents, tracking and reporting on document review progress.
· Reporting on the performance of the document control system for review and as a basis for improvement of the documents control system.

· Ensure that Project Team and contractors comply with the document management system process and procedures.

	

	
	 
	 

	
	 
	Educational Qualifications 

	2000 Bachelor of Science in Computer Information Science (BSCIS), La Salette University, Santiago City, Philippines. 

	2005 2D Auto CAD Certification, Dubai, UAE.

	2011 Certification for Graphics Design, Abu Dhabi, U.A.E. 
2012 Light Vehicle Driver’s License, Al Ahli Driving Center, Dubai, UAE

	 
	 
	 

	
	 
	I.T. Skills

	MS Office Word, Excel, PowerPoint, Access, Adobe Acrobat Pro & Reader and Adobe CS5, , Outlook, PC Repair & Trouble Shooting, Software Installation and Configuration, Networking, Plotting Skills in (A0), (A1) & (A2) Drawings etc..

	

	 
	 
	 

	 
	 
	Languages Known 

	English(Read, Write, & Speak) Tagalog(Read, Write, & Speak).

	 
	 
	 

	 
	 
	Interests & Hobbies 

	Sports, Music, Travelling.

	 
	 
	 

	Filipino
	Married 
	Male

	
	

	

	*Supporting Documents and References will be provided on request *


	
	



