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OBJECTIVES 

To be part of an organization where I can contribute to the attainment of its goals, objectives and maintain its global competitiveness through application of my skills, knowledge and experience simultaneously developing my personality and professionalism. 
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QUALITIES AND TRAITS 

 Enthusiastic, self-motivated 

 Trustworthy, hardworking, efficient and highly organized individual with excellent interpersonal and communication skills. 

 Excellent customer service and public relation skills. 

 Goal-oriented worker with technical skills. 

 Self Motivated and hardworking individual  

 Efficient with an excellent work ethics. 

 Highly organized individual with excellent interpersonal and communication skills. 
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EXPERIENCES: 

Company : Damac Properties LLC  
Year  : November 04, 2013 to Present 

Position : Document Controller 

Duties and Responsibilities: 
 Registration and distribution of all project-related information and documentation including but not limited to correspondence, reports, transmittals, drawings, submittals for approval,  requests for information Electronic and hard-copy filing of all documentation. 

 Preparation of status reports on actions required in relation to individual documents. 

 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. 

 Maintaining and organizing the paper and electronic documents. Storing them properly for future reference. 

 Keeping the list of employee communication and contacts updated. 

 Assisting the concerned authorities in matters related to preparation of annual reports, files, weekly reports and Daily reports. 

 Maintenance of controlled documents registers.  

 Sending of Drawing Transmittals and Submittals.  

 Ensuring that drawing transmittals are acknowledged in case there is a dispute on whether the drawings were transmitted.  

 Manage the document/drawing review process, Internal and External.  

 Expedite the responses to document/drawing issues using QDMS Alerts.  

 Uploading files on the respective system (E-Builder) 

 Coordinate with clients on provision and revision of documentation 

 Check promptness and approval of documents, and ensure their timely turn over. 

 Supervise track and issue documents and ensure documentation remains within regulations. 

 Assess completeness and accuracy of attached documents and prepare soft copies. 

Company : GS NEOTEK ENGINEERING AND CONSTRUCTION  
Year  : September 2011- September 2013 

Position : Sr. Document Controller/Admin Staff 

Duties and Responsibilities: 
WCS Department: 
 Filling and Labeling of the documents with Standard procedure of GS Neotek 

 Updating Revision Drawings 

 Updating Test Packages 

 Inserting  new Drawings, encoding welding progress 

 Distributing updated WCS data to all designated Departments related to test packages and welding control 

PIPING / HYDRO Department: 
 Performing edits on documents before submitting them for approval 

 To ensure that all documents are submitted to their pre-designated departments before the required submission date expires. 

 Document control and maintain confidential and sensitive information. Prepares files, proof reads documents and formats reports. Prepare routine correspondence and complete office tasks such as taking messages, faxing/filing, photocopying, shredding, and data entry 

 Arranging of Hydro test Packages including Index, Plot drawings, welding control sheet and latest revision drawings 

 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. 

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

 Receiving incoming and outgoing documents, transmittal and new revision of drawings 

 Reviews change control documentation for accuracy and completeness 

 Manage, distribution and filling of newly arrive drawings and documents 

 Time keeping and arranging permit for our weekly activities on site. 

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

 Makes sure that controlled copies of latest approved documents and drawings are given to the designated Department 

 Excellent in writing skills such as drawing, maps and flow chart 

 Encoding and updating of daily welding and fill-up report 

 Weld mapping 

 Provide and/or oversee support activates for the unit such as answering telephones, assisting and  resolving problems and inquires of visitors, review and control of incoming and outgoing correspondence, and follow-up an operational commitments. 

 Oversee and/or perform a range of diverse administrative activities for the unit; serve as a central point of liaison with other departments. making LPOs  

 Assist in administrative problem solving; program/project planning, development and execution of stated goals and objectives. 

 Research information, compiles statistics, and gathers and computes various data; prepare special and/or one-time report, summaries, or reply to inquiries, selecting relevant data from a variety of sources. 

 Supervise staff members as they compile the needed documentation regarding the submission of certain forms of documentation so that the documents can be prepared early 

 Multi-tasking admin works and site works. 

 Coordinating with QA/QC Department for notification for inspection report 

 Coordinating with Administration department for any request such as gate pass, medical, finger print, labor card, medical card and office material prerequisite 

Company : KH Petrotec Ambatovy Project Toamasina MADAGASCAR Africa 

Year  : December 16, 2010 to August 2011 

Position  : Document Controller / PC operator 

Company : KEANGNAM Enterprise Ltd. AMBATOVY Project (Main Contractor)  

  Toamasina MADAGASCAR Africa                                                                                                      

Year  : September 17, 2009 - November 15, 2010                                                                                                   

Position : Document Controller 
Duties and Responsibilities: 
 Temporary transfer in SNAMPROGETTI (Integrated Completion Team) as support using SICON for the Punch List. 

 Piping Drawings / Documents and ISO Drawing weld map distribution by transmittal from SNAMPROGETTI 

 Update isometric drawings list per received transmittal from SNAMPROGETTI (Coordinate with Technical Mr. Bico for ISO dwg. Checking ) 

 Follow up some documents or drawing to be copied as requested by shop and field offices 

 Test pkg / punch list input and line checking  

 Filling documents as per the requirement of the office managers or updating files and registers related to attendance and work of the staff. 

 Data entry and loading other necessary information into the software programs. 

 Making copies of the documents, as assigned by the office managers and also according to the needs of the office. 

 Answering and receiving phone calls. 

 Sending faxes in matters related to the office jobs and related works. 

 Works of daily errands, that include handling communications with post office, bank, etc and providing stationery, staples etc. 

 Monitoring the order supplies related to the office. 

 Distributing the incoming mails to the respective staff. 

Company : NATIONAL FACTORY Manufacturer of Fasteners and Engineering  Fabrication Services Riyadh, K.S.A. 

Date : October 2007 to August 2009 
Position : Document controller 
Duties and Responsibilities: 

 Registration and distribution of all project-related information and documentation including but not limited to correspondence, reports, transmittals, drawings, submittals for approval,  requests for information Electronic and hard-copy filing of all documentation. 

 Preparation of status reports on actions required in relation to individual documents. 

 In-charge for the Document Control Number of each department. 

 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. 

 Maintaining and organizing the paper and electronic documents. Storing them properly for future reference. 

 Keeping the list of employee communication and contacts updated. 

 Assisting the concerned authorities in matters related to preparation of annual reports, files, weekly reports and annual magazines. 

 Maintaining the up-to-date list of press and contact lists. 

 Maintenance of controlled documents registers.  

 Sending of Drawing Transmittals and Submittals.  

 Ensuring that drawing transmittals are acknowledged in case there is a dispute on whether the drawings were transmitted.  

 Manage the document/drawing review process, Internal and External.  

 Expedite the responses to document/drawing issues using QDMS Alerts.  

 Archiving data for historical purposes.  

 Maintaining efficient document control is essential to companies seeking ISO certification for Quality Assurance purposes 

 Coordinate with clients on provision and revision of documentation 

 Check promptness and approval of documents, and ensure their timely turn over. 

 Supervise track and issue documents and ensure documentation remains within regulations. 

 Assess completeness and accuracy of attached documents and prepare soft copies. 

Company : MCC Corp. Philippines (Mechanical and Civil Construction) - Pasig City, Philippines 
Year  : October 2004 to September 2006 
Position : Document controller / Admin staff 
Duties and Responsibilities: 
Responsible in assembling new systems and upgrading of Hardware. 

 In charge of assembling newly purchased personal computers and quality testing. 

 Repair and maintenance of various type of computer peripherals and responsible for maintenance. 

 Problem isolation and application of troubleshooting techniques on PC. 

 Installation and configuration of PC including camera, scanner, printer etc. 

 In-charge in technical assembly unit and assist on technical problem of customer’s services. 

 Provide field services, technical assistance and solutions for client call on their PC. 

Responsible for products and demo of different branded PC’s and Clone. 

 Assembling on site configure and quality testing of computers. 

 Provide office orientation for new employees. 

 Setup accommodation and entertainment arrangements for company visitors. 

 Setup and coordinate meetings and conferences. 

 Maintain and distribute staff weekly schedules. 

 Collect and maintain PC inventory. 

 Support staff in assigned project based work. 

 Other duties as assigned. 

 Create and modify documents using Microsoft Office. 

  Perform general clerical duties to include but not limited to: photocopying, faxing, mailing, and filing. 

 Maintain hard copy and electronic filing system. 
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CUTER SKILL
COMPUTER LITERATE SUCH AS: 

 Proficient  in Microsoft Word, Microsoft Excel, Microsoft Visio, Outlook and Power Point 

 Adobe Acrobat PRO, Autodesk 2009/2011,  

 Knowledge in DWG files and Isometric files 

 Adapts quickly to internal systems, I can work under pressure 

 Attention to detail, eager to learn new ideas 

 Ability to stay motivated with repetitive tasks and flexible in every new challenge of my career 

 Hydro testing Package and permit and other admin works 

BACKGROUND 
Elementary   : Cainta Catholic College 

                                                                 1990 -1996 

Secondary   : Rizal Experimental Station for Pilot (School of Cottage Industries) 

                  1996 – 2001 

College                                        : Computer Science (Undergraduate)                 

                                                          Jose Rizal University 

                                                      2001 – 2003 

School involvement (College level) 
President   : Student Government  

         2000-2001 

Minister of Student               : Student Government  

Organization                    2001-2002 

    SEMINARS ATTENDED 
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ARS ATTENDED 

Microsoft Windows NT Enterprise Server : Al-Mutlaq Hotel, Old Airport Road 

December 29, 2008     Riyadh, K.S.A. 

Networking and Access Database Security : Al-Mutlaq Hotel, Old Airport Road 

November 24, 2007     . 

National Rizal Youth Leadership Institute : Teachers Camp 

Dec. 26-29, 1998 and 1999    Baguio, City Philippines 

[image: image8.jpg]PERSONAL INFORMAT:





PERSONAL INFORMATION 
Birth date                 :  October 02, 1984 

 Age                         :  30 yrs. old 

 Sex                           :  Male 

 Civil Status              :  Married 

 Religion                   :  Christian 

Nationality               :  Filipino 

 


Duties and Responsibilities: 


 


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


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


 Receiving incoming and outgoing documents, transmittal and new revision of drawings 


 Reviews change control documentation for accuracy and completeness 


 Manage, distribution and filling of newly arrive drawings and documents 





 


Hardware Technical Support 


 


 Responsible in assembling new systems and upgrading of Hardware. 


 Problem isolation and application of troubleshooting techniques on PC. 


 In-charge in technical assembly unit and assist on technical problem of customer’s services. 


 Provide field services, technical assistance and solutions for client call on their PC. 





 


Software Specialist 


 


 Installation and setup of operating software such as Windows 95/98; Windows 2000, Windows XP, Windows NT and PC DOS. 


 Setup/Installation of various type of software (e.g. Microsoft office 97, office XP, Office 2000 and any other software such as Database software.) 


 Troubleshooting of software application encountered by the clients/users. 


 Troubleshooting hardware driver and installation of anti-virus utilities. 


 Configuration of software running on stand-alone computers. 





 


 


Local Area Network 


 


 Installation of Network Operating system such as Microsoft Windows NT and Windows 2000 Server. 


�
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