Jetro.151506@2freemail.com 
OBJECTIVES

To seek a professional job opportunity with a reputed organization where in my ability and education will be utilized to the maximum level contributing to the success of the organization and self-growth in the company hierarchy.


SKILLS AND COMPETENCIES:

 
· Knowledge in use of spreadsheets, word processing and Nuclear Power Plant Construction Information System.
· Ability to keep clear and accurate records and reports.
· Ability to use computer and rapidly input data and retrieve records and information.
· Ability to organize work load and to manage a filing methods and management techniques.
· Good Communication skills.


WORK EXPERIENCES


Company Name

: Hyundai Engineering & Construction


Company Address

: Barakah Ruwais, Abudhabi UAE                     


Position


: Document/Material Controller

Inclusive 


: June 24, 2012 – June 23, 2017
: I have been assigned in Engineering Department, Welding Department and Warehouse during my tenure in this company.
NOTICE PERIOD


: Immediately
VISA STATUS


: Tourist Visa

EXPECTED SALARY

: Negotiable

Job Description
As Document Controller:

· Coordinate all activities related to the Document Control procedure, including technical documents, drawings, and commercial correspondence.

· Input document data into the standard registers ensuring that the information is accurate and up to date.

· Generate the various document control reports as required.

· Typing of site documents, and follow up of all the site needs

· Make sure that controlled copies of latest approved documents and drawings are given to the appropriate staff, subcontractors and suppliers as applicable

· Maintain updated records of all approved documents and drawings and their distribution clearly

· Maintain the documents and drawings in the Document Control office under safe custody without any damage or deterioration with easy traceability.

· Maintain the files and control logs as required by the project.

· Coordinate the transport and transfer of supplies and equipment from one area to another and the filling of requisitions from various departments by setting priorities and ensuring they are met. 

· Determine priorities and assign duties to other personnel to meet those priorities when the supervisor is absent. Train new personnel. 

· Maintain clean and orderly conditions are assigned areas.
As Material Controller:

· Responsible for receiving, controlling, handling and releasing of the materials. MA shall prepare Daily Receiving Report (DRR) and Material Receiving Report (MRR).
· Do receiving of materials

· Do daily input the status of material receiving into MCS and issue the "Daily Receiving Report"
· Check the integrity and quantity of delivered item and issue Material Receiving Report (MRR) in accordance with "Receiving Inspection of HSJV Furnished materials”.   
· Report the damage container, if any.
· Attach the white-coloured Identification Tag

· Storage Control
· Attach appropriate tags to items such as for release, Nonconforming items, Conditional release tag etc.
· Rejected non-conformance items shall be stored separately from other materials.
· Check the temperature and humidity of the warehouse daily and record them.

· Do Material Inventory Status every month. 
· Perform the daily inspection to ensure that materials and storage areas are being maintained.
· Issuance of Material
· Only items that have been inspected and are considered to be acceptable for the installation can be released from the storage.

· Checks the information of the requested item then release the material to Construction Department or Subcontractor and get a signature from receiver.

· If the material has a limited shelf life   item, the material usage shall follow the FIFO (first-in first-out) principle so that the oldest products are used first.

· Check the expiry date and shall not issue materials which have reached expiration.

· Receipt of Return of Surplus material
· Verify the material and check it against the return slip.
As Welding Material Controller:
· Responsible for:

· Request for inspection of welding materials to QC Inspector

· Check the storage and control release, return and disposal of welding materials.

· Record documents related to the storage state and control log of welding materials.

· Document logs, Control, Monitors and release needed for welding materials and return.

· Check the condition of Portable Oven and inspect certifications stickers to ensure only certified Portable Oven shall be used.

· Conduct Pre-job training on new welders. 

· Verify skills qualification of welders by conducting actual tests and Welding Process Qualification Test.
· Prepare advance notification for training welders.

· Do Daily report.
EDUCATIONAL BACKGROUND


Highest Education

:
Bachelor’s Degree (Graduate)

University


:
University of Batangas
Year Graduated

:
2010

CONTACT REFERENCE

:
(Available upon request)
