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PERSONAL BACKGROUND
A administrative staff as a Document Control position with experience in Civil Works contracting company for structural, Industrial (power and water project), and road projects gained from working in UAE based companies. Currently connected with Arabian Construction Company (ACC) since April 2006, and recently involved in construction of F1 Reverse Osmosis & GRP Piping Project and Fujairah F2 Power Plant Project under client (FAPCO) in Quidfa, Fujairah. Previous projects involvement such as Taweelah New B Extension Power and Water Project (IWPP) in Taweelah - Abu Dhabi, and Emirates Steel Project in Mussafah, Abu Dhabi.
Prior to ACC, has worked as Document assistant for Diplomat Engineering LLC  an MEP construction company located in Dubai, U.A.E. 

Also joined Aramex International Logistics, as a Customer Account Executive.

A graduate of Bachelor of Science in Commerce major in Management at Central Philippine University in Jaro, Iloilo City last March 2002. Also taken a short course on Caregiver training and First Aid and Basic life support certified by Red Cross.
WORK EXPERIENCES

April 2006 – Present

Arabian Construction Company

 

Abu Dhabi, U.A.E
Document Controller
Projects: Fujairah F1 Reverse Osmosis Project, Fujairah F2 IWPP Power Plant Project, Emirates Steel Factory Abu Dhabi, Taweelah New B Extension Power/Desalination Plant Project

· Controls the document and data control activities/movements (receiving, issuing, distribution, filing, retrieving, archiving) by establishing, implementing, maintaining an updating the documented procedure with strict adherence to Company requirements, Client’s requirements, if necessary ISO-9000 standard requirement.
· Establish a centralized system for the control of company correspondence also maintain up to date register showing document details, revision status, history
· Standardize the drawing numbering system, update status of received or transmitted drawings or documents and coordinate the same with Engineering Department and sub-contractors
· Coordination and control of engineering documentation, QC documentation (inspection records), suppliers documentation, subcontractors documentation with client/contractor as well as internal review approval of subcontractors documentation
· Using of EDMS program (ThinkProject, Aconex, SAP) an online electronic data management system interface for document controlling and for archiving of drawings/letters/submittals depends on project requirement
· Logging of all Correspondence, Drawings, Procedures, Standards, Specifications, Purchase orders, Data sheets, Manuals, etc. and generate transmittal for internal circulation of the same
· Prepare draft and type memos, letters, registers, quality document forms using ms word and ms excel office programs as per the requirement of Project manager/Construction manager/Quality manager 
· Properly stamp prior archive of the received documents in the projects to be put in boxes properly labeled and ensure process of archiving will be carryout to as per quality management system requirements to Archiving center/Quality Department
· Handing over of project management document and records (hard and soft copies) to the client and at the end of the project
· Participate in internal audit and quality management system implementation
Sept. 2005 – March 2006

Diplomat Engineering LLC, 




Dubai, U.A.E.




Asst. Document Controller/Secretary
· Assist document controller in day to day administration works 
· Make copies/distribute
· Update registers or correspondences, drawings and submitted/received quality documents
· Makes sure that the copy machines and office computers and equipments are properly working
· Do clerical works such as encoding of BOQs in excel
· Recording and distribution of documents internal and external), 
· Prepares submittal form for documents to be submitted to the client
· Prepare copies for submission and delivery, working without employment visa
Jun. 12 – Aug. 2005
Aramex International Logistics L.L.C., 


Dubai, U.A.E. 
Customer Service (Account Executive) 

· Prepare copies for submission and delivery, working without employment visa
· Handles customer accounts daily activity like follow up shipments and calls for services rendered
· Call and arrange collection for shipping of customer products
· Attend to customer calls and queries regarding their shipment, rate of charges and offers
· Check for payments made in Aramex bank department for shipment delivered or not
· Update the Aramex customer account in system in terms of payment or

Non-payment, overdue payments or penalties

Jan. 20 - Apr. 5, 2003
United States Peace Corps, 




Manila, Philippines
Language Instructor/Training Coordinator (contractual)

USPC is an American non-profit organization which handles volunteers to work and help the poor Filipino communities by providing aids and livelihood programs 
· My job is to help in the implementation of a program of learning native languages to American volunteers integrating cultural education program preparing them to join in a Filipino community
· Prepare and develop learning materials for learning language in native dialect
· Teach US volunteers how to interact with natives in day to day basic conversation to advance conversation
· Help other language instructor develop learning language materials for better introduction and teaching of native languages
Mar. 2002 - Jan. 2003
Lifeline International Caregiver’s Training Center, 

Romblon, Philippines
Administrative Assistant (contractual)
· administration works(typing and data encoding) prepares letters, memos
· Updating records of student
· Prepares monthly report and submit to the office manager
· Process receive payments
· Involves in the promotion of the caregiver program of the center with the help of marketing team
· Helps in improvement of marketing strategy and advertising
EDUCATION

June 1998-March 2002 
Central Philippine University
Iloilo City, Philippines

· Bachelor of Science major in Management

· Member, Alumni Association of Central Phil. University
June 1993-March 1997 
Romblon State College
Romblon, Philippines

· Completed High School

June 1989-March 1993 
Odiongan Christian School
Romblon, Philippines

· Completed Elementary

LANGUAGE & SKILLS

Excellent communication skills in verbal and written English, Tagalog and Ilonggo languages. Advanced skill EDMS software management (Thinkproject.com, SAP, Aconex EDMS) and administrative skills

Advanced knowledge and proficient in Computer programs, MS Office (word, excel, outlook - advance) 
Observant in details, fast learner
TRAININGS AND SEMINARS ATTENDED:
SHIPPING AND LOGISTICS, ARAMEX International Logistics, L.L.C. (June 12 – July 21, 2005)

TEAM BUILDING SEMINAR

By: Technical Education and Skills Development Authority of the Philippines, July 2004 

FIRST AID AND BASIC LIFE SUPPORT TRAINING   Accredited by: Red Cross Philippines

U.S. PEACE CORPS LANGUANGE HELPERS AND CROSS-CULTURAL FACILITATOR, October 2002

CAREGIVER/NURSING ASSISTANT TRAINEE, Don Modesto Formilleza Sr., Memorial Hospital June 9-22, 2004 
PERSONAL INFORMATION:  


Age: 34
Birth of date: 25th June, 1980

Place of birth: Looc, Rombon Philippines
Gender: Male

Marital Status: Married

Height:  170 cm

Weight: 69 Kg

Nationality: Filipino

Religion: Christian

UAE Visa Status:  Residence (Company’s Sponsorship)
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