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(B.S. in Computer Science)

Profile
Louille is with proven ability to establish and maintain an effective filing and archiving system for paper and electronic documents and files in accordance with company and archiving procedures. Possessing extensive knowledge ofelectronic data management systems and electronic filing systems. Accustomed tohandlingsensitive and confidential correspondence.

An independent, self-motivated and responsible individual.Flexible and able to maintain a sense of humor under pressure.Poised and competent with demonstrated ability to overcomecultural differences. Thrives in deadline-driven environments and possesses excellent team-building skills.

Objective

To join a progressive organisation that will utilize my experience, educational background and my enthusiasm to the fullest.
Work Experience
	Project:

	[image: image5.jpg]



	Dubai Tram

	Company:
	
	Systra  – Dubai Branch,  Dubai UAE

	Client
	
	Roads and Transport Authority


The project is the construction of a tramway; Systra is acting as consulting engineer for the client (RTA).

ACONEX Organisation Administrator

June 2008 –July 2014
ACONEX isonline project collaboration and document management, in which it help to manage the information and processes that keep the project on track.
Duties& Responsibilities:

(Perform administrative functions for the organisationincluding creating and administrating new member accounts and organisation security.

(Responsible for arranging the training of all staff within Systra’sorganisation in the use of ACONEX.

DOCUMENT CONTROLLER



June 2008 – July 2014

Responsible for establishing and maintaining effective document control systemsat all times.Ensuring that all project documentation, internal and external,are protectedand secured, and is correctly captured and logged into the system, and accurately distributed to relevant parties.
Duties& Responsibilities:

· Maintaining a tracking facility to enable documents to be updated easily.
· Ensure that all drawings and documents received from the client, contractors, and other related parties are properly registered, labelled, filed and archived for easy retrieval.
· Responsible for checking the received hard copies and ensuring that they match the project mail uploaded in ACONEX.
· Responsible for processing all incoming hard copies, as follows: 
· Providing a registry number.
· Listing them in the Incoming Registry.
· Indicating a due date for response.
· Allocating the Team Coordinator and Reviewers of the documents.
· Issuing and distributing controlled copies to the responsible Engineer assigned for review.
· Finalisation of the drafts in Aconex to verify completeness before Project Director’s approval.
· Responsible for processing/sending all outgoing project mails through Aconex, providing a system-generated number. 
· Registering sent project mails in the Outgoing Registry.

· Printing of final hardcopy of outgoing project mails after sending through Aconex for Project Director’s final signature.
· Updatingthe document status in Aconex as per the status given in the Engineer’s Design/ Documentation Review and transmit it to contractor for action and to the client for information.
· Send weekly remindersto the relevant team through e-mail regarding the due dates of the received transmittals from the contractor and mails from the clientto ensurea timely response.
· Generate and submit weekly report of the overdue submission (if any) to discuss on the Project Director’s weekly meeting to take further action. 

· Generate and submit monthly report on status of contractor’s submissions to the senior management to ensure a timely response.

· Provide advice on procedures of issue and methods in accessing the system.
· Ensuring all documents isup-to-date within the electronic filing systems.

· Solely responsible for the implementation of document control system, developed document control process/procedures.
OTHER RESPONSIBILITIES










· Provide assistance to the Project Director and Commercial Manager as required or as requested including word processing activities, format and revises, and maintaining records. 
· Organanized and supervised the secretarial staff on the project.
· Performs Aconex processing activities for the Project Management Team; draft letters, draft Design/Documentation Reviews.

· Handling confidential correspondence such as Invoices and Payment certificates of the organization.

· Responsible forhandling the organisation’s timesheets.

· Update Engineer’s Team Mobilisation List and Team Organisation Chart, Contract and Internal organisation chart.

· Organising Project Team leave applications.

· Copying all incoming documents/letters for the Project Management Team and distribute.

· Performs other administrative works or office duties as required by the Project Director or his delegate.

SHEEBA INTERIORS LLC

Al Quoz 3, Dubai

DOCUMENT CONTROL cum purchasing





November 2005 – June 2008
· Prepares correspondences & reports.
· Coordinate all activities related to the Document Control procedure, including technical document and drawings.
· Input document data into the register 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 all the site needs.
· Makes 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 under safe custody without any damage or deterioration with easy traceability.

· Maintain the files and control logs.

· Prepare and send enquiries to suppliers.
· Checks deadlines on incoming requests.

· Review, verify and prepare orders submitted by requisitioning departments. Follow up on orders ensuring that the materials are shipped and delivered on promised dates.

· Attend to new suppliers who will come to office for product discussion.

· Provide information to staff on choices of items available for purchase.

· Conducts research related to item availability, payment problems, and options.

· Uses computer terminal to input and retrieve data (Microsoft Access). Maintains records and files related to purchasing activities.

· Enter purchase items as per Supplier’s Invoice and Petty cash voucher to Tally Solution system.

· Prepare and submit Labourers’ monthly breakdown statement.

· Process the disbursements in cash/ check based on the duly approved order of payment.

· Process and record cash receipts, maintains petty cash fund.

· Maintains an efficient financial recording system.
TANDAG ELECTRIC & TELEPHONE COMPANY
Tandag City, Philippines
Billing AND Settlement Clerk






August 2004 to October 2005

Duties and Responsibilities:
· Execute and generate subscribers’ Statements of Account/Telephone Bills Monthly Prepares monthly billing summary

· Post daily payments of subscribers in the Billing System.
· Monitor the credit limit of subscribers.

· Verify and approved new subscribers for installation and activation of DDD/IDD.

· Prepare service Classification Order of Subscribers for disconnection.

· Solved and fixed any errors/ problems of billed and unbilled calls.

· Maintains billing system database and assist cashier when system problem occurs.[image: image1.png]





















AREAS of EXPERTISE


Document Management


Document Control


EDMS System used: Aconex


Archiving


Data entry


Secretarial tasks


Administrative Support


Report Preparation


Professional Presentation


MS Office Application


Basic Photoshop 


Personal skills


Organising skills


Communication


Target Oriented


Leadership


EDUCATION


UNIVERSITY OF MINDANAO


Bachelor of Science in Computer Science 


Graduated Year 2002


Davao City, Philippines


�PERSONAL DETAILS


DOB: 16 June 1981


Nationality: Filipino























