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Position Desired:    Document Controller / Secretary

C A R E E R  O B J E C T I V E
Seeking a responsible and challenging position in a growth oriented progressive Institution where my experience and skills will significantly contribute to the overall success of the organization and provide opportunities for my career growth.

E X P E R I E N C E  a n d  S K I L L S
8 years working experience in Document Control functions and systems used in the implementation of Design / Construction projects and Procurement. 
Fully computer literate with extensive knowledge of Electronic Document Control systems. 
Strong administrative, organizational, customer service, business communication and interpersonal skills. Experience in preparing Quotation, Purchase Order, Invoice and Tender Documents. 
Extensive experience in managing, organizing, filing, distributing and controlling of all correspondence, reports, drawings, minutes of meetings, submittals, requests for inspection, and all other project and office documents. 
Knowledgeable in working computer software including 2D AutoCAD and Adobe Photoshop drawings particularly in Landscape drawings and structural layout. 
Experience in Quality Control which include gathering, evaluating, improving, and implementing procedures to manufacture products and provide services in accordance with the agreed specifications and accepted standards. 

	E D U C A T I O N
	

	June 1995 – Nov. 1999
	Bachelor of Science in Computer Engineering - University of Pangasinan – Philippines

	Dec. 2005
	Basic Computer Aided Design & Drafting Course - Dubai, United Arab Emirates

	
	


C O M P U T E R S K I L L S
AutoCAD (Basic 2D) , Adobe Photoshop CS5, Adobe Acrobat Professional 
MS Office (Word + Excel + Power Point + Outlook + Access) + Knowledge in using Aconex 

C E R T I F I C A T I O N S ,  T R A I N I N G S ,  S E M I N A R S
AutoCAD (Basic 2D and 3D Modeling), Web Page Design and Networking, Introduction to Networking & Data Communication, Our Values at Work (In-house Seminar), Total Quality Control Training course 

S U C C E S S F U L  P R O J E C T S
Document Controller / Secretary– for GHANEM APARTMENTS PROJECT – Doha, Qatar 
Document Controller / Secretary – for NEW DOHA INTERNATIONAL AIRPORT Project (NDIA) – Doha, Qatar 
Document Controller / Secretary– for Oil & Gas and Scaffolding System – Delmon Group, Abu Dhabi Office Document Controller / Autocad Draughtsman of The Palm Jumeirah Landscaping to CRESCENT – 
Dubai,UAE 
Autocad Draughtsman of The Palm Jumeirah Landscaping to Spine - Dubai, United Arab Emirates Document Controller / Secretary of Al Ameera Village – Ajman, United Arab Emirates 
Cad Quality Assurance Specialist - Plan Checker of Structural Japanese Houses – Cavite Philippines. 

E M P L O Y M E N T  H I S T O R Y :
AND ENGINEERS - Dubai, UAE
Secretary / Document Controller – April 23, 2013 to January 2,2014
Handling all Documents and reporting to the Resident Engineer and coordination with all Site Supervision Team.
Maintaining a register of all incoming and outgoing mail, stamping and circulating for distribution after the approval of the Resident Engineer. 
Maintaining all Tender Documents and ensuring originals are not taken and chasing up each individual for return of files & documents. 
Keeping all files in a tidy condition and ensure that all filing is up-to-date. 
Control documents such as transmittal, Shop drawings, RFA, RFI, Site instructions and Progress report. Responsible for preparing project documents and reports. 
IGO LINE GARDENS LLC - Doha, Qatar
Secretary / Document Controller – January 24, 2011 to April 2, 2013
Preparing/drafting correspondence, including letters, emails, faxes and confidential communications. 
Managing and maintaining an effective internal filing system for both hard copy and soft copy documents. Accountable for the tracking process for all incoming and outgoing documents related to the project. 
Responsible for distributing the documents. 
Effective use of the Electronic Document Management System for uploading and updating. 
Preparing Inspection / Testing Request and drawing attachments. Responsible to communicate with project manager / engineers for final checking and in order to make submissions forwarded on time. 
Responsible for preparing project documents and reports 
· Material Submittals, Shop Drawings 
· Procurement and Material Delivered to Site (MDS/MIR) 
· Request for Inspection and Testing 
· Actual Site Accomplishment Report 
· Tender Documents 
· Daily Status Report, Monthly Progress Report 
Assist on other tasks such as preparing AutoCAD shop drawings whenever the need arise. Performs other tasks as maybe assigned from time to time. 

DELMON GROUP – Dubai / Abu Dhabi, UAE
Document Controller / Secretary / AutoCAD Operator - January 06, 2005 - December 31, 2010
Maintaining a register of all incoming and outgoing mail, stamping and circulating for distribution after the approval of the Operations Manager/Project Manager. 
Maintaining all Tender Documents and ensuring originals are not taken and chasing up each individual for return of files & documents. 
Keeping all files in a tidy condition and ensure that all filing is up-to-date Control documents such as transmittal, E-log, RFIT and progress report Responsible for preparing project documents and reports 
· Material Submittals, Shop Drawings 
· Procurement and Material Delivery Status 
· Request for Inspection and Testing 
· Actual Site Accomplishment Report 
· Tender Documents 
Assist on other tasks such as preparing AutoCAD drawings whenever the need arise. Responsible to do and provide shop drawings and details for soft landscape. 
Coordinates with the Project Manager / Irrigation Engineer to incorporate the latest update of the site condition to the shop drawings. 
Incorporate comments into design for consultant approval and as per request of the client for as built drawings. 
Monitoring actual site condition based from the approved design for soft landscape and irrigation. In charge to do revisions on shop drawings. 
Provide data needed such as total area, excavation and BOQ of plants based from the tender drawings and the latest one. 
Other duties as requested from time to time. 

THE MILESTONE COMMERCIAL BROKERAGE LLC - Dubai, United Arab Emirates
Secretary / Receptionist – September 14, 2004 – January 05, 2005
Performing a wide variety of complex and responsible clerical/secretarial and operational support. Maintaining and processing the office stationeries request. 
Handles all the requisition of the department. 
Exhibiting superior attention to detail initiative and follow up. Working in highly sensitive and/ or confidential information. 
Performing various administrative and departmental tasks including preparing reports. 
Back up of reception position, record maintenance, scheduling appointments and maintaining the manager’s calendar. 
Manage compliance for the employee records in accordance with the standards and procedures. 

HOUSE RESEARCH DEVELOPMENT (S) PTE. LTD - Cavite, Philippines
Structural Japanese Houses
Cad Quality Assurance Specialist - Plan Checker – March 11, 2001 – June 25, 2004
Attends the morning meeting. 
Check attendance of sujikai encoders and data controllers. 
Coordinates with data control with regards to plan distribution to encoders. 
Check plans for discrepancy with regard to Coordinators request and I-Head standards. Check and confirm wall dimension which are not on grid. 
Check dimensions as well as the item number of each plan and grid blocks and special dimension needed on the plans. 
Distribute second encoding plans as well as re-assigning of the like in the absence of the encoder assigned. Monitor the status of plans to meet the required deadline. 
Coordinate with the team leader regarding problems that arise on the plans in the process of checking. Coordinate with other department (ArchiCad) and Japanese Consultant for clarification of changes to be 
made with plan standard that seemed unusual in the floor plan. 
Develop methods that will benefit to team efficiency and section overall productivity. 

P E R S O N A L I N F O R M A T I O N
	Place of birth
	: Binmaley, Pangasinan Philippines
	
	

	Nationality
	: Filipino
	
	

	Languages
	: English, Tagalog, Pangasinanse
	
	

	Birthday
	: March 27, 1977
	
	

	Marital Status
	:Single
	
	

	Visa Status
	: Tourist Visa
	
	

	
	
	


