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CAREER OBJECTIVE:
To advocate in improving and developing the company and to utilize my acquired knowledge this will service as my instrument in serving the same.

WORK EXPERIENCE:
INCO International FZCO - Dubai

DCC Officer, Salalah (Oman) Project Site
(November 2014 – Current)

· Perform audits on all project documentation to assure that they follow in accordance with project requirements and utilizing correct information.
·  Responsible for the security and organization of project documentation.
·  Compiles and maintains control records and related files to release drawings and engineering documents to all concern operating departments.
·  Confers with document originators or engineering personnel to resolve discrepancies and compiles required changes to documents.
·  Post changes to computerized or manual control records, releases documents, and notifies affected departments.
·  Classify and record project documentation coordinate and work with other staff.
 All project documents must ensure consistency of process and enforcement of document control procedure
·  Prepare Weekly Drawing/Document Distribution Summary List.
·   Prepare Transmittal for all Construction Group 
· Prepare Letter/Transmittal Control Sheet for monitoring purposes.
 Prepare Summary Reports of all Drawings
·  Prepare Summary Reports of Method of Statement, Procedures, Minutes of Meeting, Site Instruction, Memos, Weekly/Monthly Progress Reports, etc.
·  See to it that all Documents such as Letter, Transmittal, Fax, E-mail and other documents kept in orderly manner and easy accessible to all authorized Staff.
·  Checking, Up-dating, summarizing and recording all Drawings before issuing to a particular sections.
· Checking, analyzing and recording all incoming documents before handout to their respective section, subcontractors and client.
·  Coordinate, prepare, inform by Memo regarding document system to avoid mis-communication about method in securing various documents in Document Section.

Alma Aluminum & Steel Company, Doha, Qatar

Document Controller cum HR Assistant  
           
(August 2012 – August 2014)

· Perform Quality Management System (ISO 9001:2008) for the adoption of a process in developing, implementing and improving the effectiveness of a quality management system to enhance customer satisfaction by meeting customer requirements. 
· Helping the project team and maintain document control system; 
· Receive/register and tender drawing/documents and distributed. 
· Interact in different level of the organization in ensuring that all departments follow the requirements of the company for document control. 
· Responsible in handling of incoming/outgoing drawings specification design reports and correspondence.
·  Input document data into the standard registers ensuring that the information is accurate and up to date.
· Checking emails regularly to be distributes to the designated person. Maintain the files and    control logs as required.
· Provides administrative support to the HR Manager on all personnel matters and assist with payroll processing. 
· Perform clerical jobs, correspondence, telephones, fax, emails, monthly reports, record keeping, completes filing system.
·  Keeping and maintain personal files of all employees. 
· Coordinate with the recruitment agency for the manpower hiring. 
· Prepare Job Offer’s of new selected employees.\

· Updates and monitors employees Visa and ID renewal. In-charge for airfare tickets reservation /booking form ticketing agency.

Christie Transport Inc. - Manila, Philippines
Accounting Staff 
                                                          
 (September 2010 – July 2012)

· Processes payments and documents such as invoices, journal vouchers, employee

reimbursements, and statements.
· Calculates rates paid for purchases and all price extensions.
· Verifies items billed against items ordered and received and reconciles differences

through follow-up with the vendor and/or other employees.
· Enters, updates, and/or retrieves accounting data from automated systems.
· Posts financial data to appropriate accounts in an automated accounting system, according to instructions.
· Reviews on-line transactions for changes and accuracy and corrects errors.
· Retrieves system reports.
· Assigns codes to data.
· Disburses funds using manual/local warrants or petty cash and makes change according to specific instructions.

Hochtief Construction Qatar W.L.L. / Teyseer Contracting J.V - Doha, Qatar

Technical Clerk 
                                             
 (August 2008 – May 2010)

· Maintain filing system, prepares list of all parts and manuals of vehicles and equipments. 
· Perform documentation for the allocations of drivers, operator’s vehicle units. 
· Make reports for monthly diesel consumption for the entire departments. 
· Process LPO’s for buying materials. 
· Prepares control number for all machines and vehicles in site. 
· Update workshop service report of cars and equipments for maintenance.

Grand Union Supermarket Inc. (South Supermarket), Philippines

Accounting Staff 
                                               
(February 1997 – March 2007)

· Check preparation, recording and releasing. 
· Updates check deposit against daily collection report. 
· Countering and sorting invoices for payment.
·  Prepares billing for concessionaires.
·  Liaise with the government offices for renewal of licenses. 
· Pricing / costing of goods and non goods item.
·  Checked and re calculate all invoices. 
· Monitors inventory for Office supplies and equipments. 
· Process employee time cards and leaves and other information required for payroll processing. 
· Maintain various financial records, organizing documents to proper accounts, reconciling bank statement and other records of the accounting / finance department.
EDUCATION:
Graduate of Bachelor Degree in Commerce major in Management from Lipa City Colleges, Philippines on 

1992 – 1996
Short Course for Computer Literacy Program and COBOL Programming from System Technology Institute (STI), Philippines on 

1990 -1991

ADDITIONAL SKILLS:
Knowledgably in Quality Management System (ISO 9001:2008), Proficient in computer skills (Microsoft Office word, excel, power point), Windows 7 & 8, Internet Access, Basic knowledge in CAD.

PERSONAL INFORMATION:
Date of Birth: January 16, 1972

Gender: Male
Marital Status: Married
  
Nationality: Filipino
Language Spoken: English
