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Professional Summary
· A highly competent, motivated and enthusiastic QC Administrator with 2 years experience of working as part of a team in a busy QC Department. Well organized and proactive in providing timely, efficient and accurate administrative support to QC Managers and work colleagues. Approachable, well presented and able to establish good working relationships with a range of different people.
· Motivated Document Controller with over 5 years of organizational expertise. Exceptional at providing services in the area of operations documentation management, including implementation of automated documents for systems generation with an eye to future updates and modifications.
Work Experience
Date: 15‐Mar’13 to 05-Apr’15 - (2 years experience)
Position – QC Administrator, Lamprell Energy Ltd. U.A.E. 

Department: Quality Control and Quality Assurance
Task and Duties:
· Support in the compilation of project specific Policies, Plans, Procedures, Forms, Organization Charts and other Quality documents.
· Assist QC Manager with administrative support functions like providing various reports, administration and related documentation for projects as and when required.
· Preparation of QC related letters and correspondence.
· Maintenance of QC man hour reporting system when required.
· Preparation of QC presentation using appropriate computer software.
· Support in the maintenance & updating QC personnel file.
· Provide support to QA team members during audits.
· Ensure compliance to HSES Policies, Plans & Procedures as applicable.
· Develop charts, reports or other types of correspondence and communication materials, as needed.
· Support in project weld repair calculations / analysis.
· Support in management of QC Material Requisitions & Invoices.
· Maintenance of QC Equipment /tools Status & calibration records.
· Update production RFI summary & analysis and daily summary of RT Notification for all projects to yard manager.
· Review of Final Dossier indexes during execution of projects & upon completion of Project as required.
· Typing documents and distributing memos.

· Monitor inventory, office stock and ordering supplies as necessary.

· Updating and maintaining the vacation schedule, absence and training records of QC staff

· Creating and modifying document using Microsoft Office.

· Updating Weld Repair Status, Ongoing Running Projects Status, Projects Snapshot in monthly basis or as it required my key Senior Management Personnel.
· Setting up and coordinating meetings and conference.
· Maintain confidentiality of all the documents.
Date: 15‐Mar’11 to 14-Mar’13 - (2 Years Experience)
Position – Document Controller, Lamprell Energy Ltd. U.A.E. 

Department: Quality Control and Quality Assurance
Task and Duties: 
· Processes one or more document types through all or a variety of procedural steps in accordance with well-defined procedures and guidelines.
· Performs data entry using standard document management programs to register documents, maintain databases, and produce logs, transmittals and other reports. Enters data and produces reports using  other standard office automation or department-specific computer applications
· Maintains a filing system and record copies of project or departmental documents such as engineering design, procurement and supplier documents, manuals and procedures, communications, or any other department-specific materials.
· Assembles information such as reports, for supervisor and other department project personnel as requested.
· Performs administrative duties for a supervisor or department head to aid in various phases of daily activities, such as composing routine correspondence, gathering data for special studies or investigations, and coordinating activities.
· Assists in developing, establishing and implementing procedures for the flow of correspondence, procedures, original drawings, material requisitions, data sheets and varied electronic storage media.

· Resolves minor software / hardware related computer problems within group, maintaining security and other database tables as needed.

· May prepare routine or preformatted documents, using standard word processing, spreadsheet or other office software, as needed, to support work activities.

· Review of Final Dossier indexes during execution of projects & upon completion of project as required.
Date: 11‐Nov’06 to 30‐Sep’09 – (2 Years and 11 months experience)
Position – Document Controller, Lamprell Energy Ltd. U.A.E.

Department: Procurement and Supply Chain
Task and Duties: 
· Establish a document controlling system and set the different processes and policies required to successfully implement the system.
· Responsible for setting up, developing and maintaining a central filing system.
· Responsible for the activities of document control including archiving, filing and distribution of documents.
· Must ensure the complete safety of documents and arrange proper place/filing cabinets to keep documents. All movement to these documents must be recorded properly.
· Ensures the easy access to all documents whenever requested.
· Performs regular check of procurement/ contracts documents in order to ensure that all documents are properly submitted and received back to/from other departments. To maintain a document control master data for all movements of documents.
· Responsible for updating document tracking system, validating and reporting on document review progress.
· Effectively follows company’s standard operating procedures in submissions of documents.
· Ensures that all documents have no errors in filenames, submissions, etc.
· Prepares Document Transmittals, Delivery and collection of documents from other departments on regular basis.
· Ensuring that all documentation accurately reflects the status of changes and outstanding issues.
· Assists in preparing the required details and handles some of the clerical accounting jobs.
· Perform other similar or related duties, as assigned by the reporting manager.
· Keep abreast of professional developments, new techniques and current issues, through continued education and professional growth.
· Maintain confidentiality of all the documents.
Academic Qualifications
· Bachelor of Science in Computer Science (1999-2005)
· AMA Computer University, National Capital Region, Philippines.
· Computer System Design and Programming (1997-1999)

· AMA Computer Learning Center, National Capital Region, Philippines.
Certificates
· Certificate  of  Achievement  from  2261 -  Supporting  Users  Running  the  Microsoft Windows XP Operating System. 

· Certificate of Achievement from 2262 ‐ Supporting Users Running Application on a Microsoft Windows XP Operating System. 

Key Skills and Competencies

	· Microsoft Office
· Adobe Professional 
· Microsoft Office
· Oracle (E-Business Suite)
	· Administrative and Analytical

· Document Management
· Build Project Documentation



Language Able to Speak and Write 

	· Tagalog 
· Speak (Yes) / Write (Yes)
	· English (Speak and Write) Yes

· Speak (Yes) / Write (Yes)


Personal Details
Date of Birth
: January 30, 1979


Sex

: Male
Height
: 5’6”



Place of Issue
: DFA Manila, Philippines

Age

: 36 





Civil Status
: Married


Visa Status
: Residence

Nationality
: Filipino



State / City
: Dubai

Country
: United Arab Emirates
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