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ROSALINA
ROSALINA.155271@2freemail.com 

JOB SUMMARY

A degree holder on Computer Science/Information Technology with more than four years experience on document controlling, more than one year on Admin/Human Resource, and three years on Procurement.

Proficiency on Microsoft Office, ADOBE File, use of data management online such as File Transfer Protocol (FTP), ACONEX, IPIX, SHAREPOINT, JPLUS.

WORK EXPERIENCE

1. Position: 

TENDER PROPOSAL DOCUMENT CONTROLLER
 Duration:

May 10, 2012 – up to present

 Company:

RGM International Group LLC, Dubai, United Arab Emirates
Department:
Tender/ Proposal Department 
Job Description:                          

· Identify potential new business opportunities on the following instances: client advertisement, personal contacts or by request made by potential client through RFQ or WEB Tender Sites.

· Produce and submit initial expressions of interest where required.

· Collects and manage technical and financial inputs to the team to ensure all relevant information is obtained for submissions in accordance with deadlines.

· Draft formal proposal and tenders for review, approval and submission

· Ensure all proposals and tenders are compliant to client’s requirement, accurate, adequate and competitive tender bid proposals. 

· Support staff and provide overall management of the tender and proposal submission process

· Ensure that all Tender Inquiries and Master Database are updated accordingly

· Ensure all submitted soft and hardcopies are kept properly with file no.

· Maintain project Post Award Database

2. Position: 

PROJECT DOCUMENT CONTROLLER
Duration:

September 9, 2009 – May 9, 2012
Company:

Arabian International Company,
Ras Al Khaima, United Arab Emirates
Department:
Projects Department

Job Description:                          

· Received/Log/Scan (Acrobat Format)/File and Distribute transmittals, Submittals (Request for Technical Approval), Technical Queries, Field Clarifications, Formal/Informal Letter and other pertinent documents to Lead Project Engineers and other affected Departments.

· Day-to-day update of in-out log register, meeting minutes log, preliminary, detailed & construction drawings register, & other necessary registers
· Maintains database and register all Incoming and Outgoing documents using Electronic Document Management System (EDMS)
· Maintaining project correspondence (hard copies/digital copies) which can be stored / retrieved / archived / indexed efficiently as per ISO (Quality Management System).
· Ensure that controlled copies of latest approved documents and drawings are given to the appropriate staff, subcontractors and vendors as applicable 
· Expedites replies and counter checking of discrepancies to unanswered correspondence, invoices, submittals, etc. to client.

· Providing input for monthly progress report
· Operate reproduction equipment such, photocopier, scanner and others
· Develops, maintains and updates Document Control procedures and incorporates procedures into the Project/Program

· Close out project files and records for each project

PROJECTS INVOLVEMENT:

· IGD HABSHAN 5 PROCESS PLANT PROJECT (MR 101) 4,360 MT

· IGD HABSHAN 5 PROCESS PLANT PROJECT (MR 103) 6,460 MT

· IGD HABSHAN 5 PROCESS PLANT PROJECT (MR 106) 9,560 MT

· IGD HABSHAN 5 PROCESS PLANT PROJECT (MR 107-Additional) 2,429 MT 

· IGD HABSHAN 5 UTILITIES & OFFSITES PROJECT 5,646 MT

· YANBU EXPORT REFINERY PROJECT

· ABU DHABI ALUMINUM SMELTER PROJECT 22,100 MT 
3. Position:

PURCHASING STAFF
Duration:

Sep 1, 2005 - Dec 6, 2008 (3 years and 3 mos.)
Company:

Hitachi Terminals Mechatronics Philippines Corporation
Department:
Purchasing Department

Job Description:                          

· Responsible in purchase orders of packaging materials which includes corrugated boxes, pallets and plastics. Providing and controlling the delivery of parts and services with good quality and on-time arrival in a cost effective way.
· Supplier Evaluation. This includes assessment for new projected supplier based on supplier pre-requisite company requirements and performance. Also includes assessment of Supplier based on their Supplier Product Quality, Cost of Product and Speed of Delivery which is done on a monthly basis.
· Clerical Works. Includes stock inventory, ordering and receiving materials, maintaining record books and file maintenance. Requesting of supplier quotation and comparison. Performs Agreenet registration for all ROHS manufactured parts.
4. Position:

HUMAN RESOURCE STAFF
Duration:

May 1, 2004 - Aug 31, 2005 (1 year and 3 mos.)
Company:

Hitachi Terminals Mechatronics Philippines Corporation
Department:
Human Resource Department

Job Description:                          

· Recruitment Specialist. Assigned in manpower pooling and employment. This includes screening of resumes. Conduct initial interview. Pre and Post-employment requirement.
· Job Analysis and Making of Policy and Procedures through flowcharting and actual monitoring of activities. Making step by step and detailed Job Descriptions for different positions. Implement quarterly Performance Appraisals based on Attendance, Disciplinary Actions and Work Out/Inputs.
· Responsible in inquiries and Government Benefits - Social Security Systems such as Sickness/Accident and Maternity Benefits, Philhealth for hospital requirement needs, pre and re-registration for taxes and PAG-IBIG regular and housing loans of all the employees.
· Clerical Works. This includes Encoding of various data in system/database. Monitoring of number of manpower through organizational chart on a monthly basis. Compiling and Filing of manpower and non manpower related records accordingly. Monitoring of office supplies and employee uniforms supplies.
· Receptionist. Includes receiving of guests and visitors, answer employees queries and needs. Answering of phone calls and referring to the people they need. Telephone Operator and Pager using paging system
5. Position:

Document Controller/Production Clerk
Duration:

May 1, 2002 - Apr 30, 2004 (2 years)
Company:

Hitachi Terminals Mechatronics Philippines Corporation, Philippines
Department:
Manufacturing Engineering Department

Job Description:                    
· Maintaining hard copies/digital copies which can be stored/ retrieved/archived / indexed efficiently as per ISO (Quality Management System) to be used in parts inspection.
· Day-to-day update of in-out log register of the drawings
· Responsible in making of Inspection Data Sheet as reference in parts inspection at production.
6. Position:

Administrative Assistant
Duration:

May 16, 2001 - Jan 25, 2002 (0.7 yrs)
Company:

CD Ventures (Subic) Inc.
Location:

Subic Bay Metropolitan Authority, Philippines
Department:
Manufacturing Engineering Department

Job Description:

· Administrative and Secretarial duties. Responsible for the administrative support of all program office activities assigned by the Office Manager. Making of Internal Memorandum and answering Business Correspondence.
· Inventory Controller. Inventory of Stocks for Office Supplies. Monitoring and Request of Office Supplies.
· Clerical Works. Checking of Telephone Bills and making of summary for payment purposes.
· Receptionist. Includes receiving of guests and visitors, answer employees queries and needs. Answering of phone calls and referring to the people they need. Telephone Operator and Pager using paging system.
PERSONAL DATA
Age:


31
Date of Birth:

January 18, 1981

Gender:

Female

Civil Status:

Married

Height:


155 cm

Weight:
:

45 kg

Nationality:

Filipino

Religion:

Christianity

Permanent Address:
Olongapo City, Philippines
EDUCATION
BS Computer Information System

St Columban College

Olongapo City, Zambales, Philippines

April 1997 to 2001

SKILLS

Strong in Administration and Organizational Skills - With Time Management Skills; Dependable; Energetic; and can give immediate responses to queries

Advanced proficiency in MS Word, Excel, Access and Powerpoint - Knowledgeable in formulas and business and non business letters and correspondence. With speed of 45-50 WPM (Words Per Minute)
