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Profile
My professional experience extends to over 19 years, of which the last 7 years have been in United Arab Emirates and Qatar.
I started as a college instructor in a state university, where I have taught various subjects in information technology and computer engineering for 12 productive years.
My recent job was at Al Khayyat Contracting and Trading (KCT) in Doha, Qatar, as Chief Document Controller. I managed the Document Control Department of the company, responsible in monitoring the document control staffs activities in the head office as well as in the project sites to ensure that the movements of documents (e.g. contracts and sub-contracts, correspondences, minutes of meetings, specifications, drawing submittals, method statements, RFIs, etc…) is well documented and company’s filing system standards are strictly followed. KCT is a highly recognized contracting company involved in various prestigious projects in design and construction in Qatar as well as in Syria. KCT had played major roles in construction industry in terms of High Rise Developments, Public Parking Lots, Prestigious Palaces, Commercial and Industrial Projects, Stadiums, Off-shore Construction, Resorts, Entertainment Facilities and Luxury Villas.
Prior to KCT, I have worked in Aedas Architects, a globally distinguished firm in the field of Architectural Design and Consultancy, as Document Controller/IT Coordinator. My involvement as the only document controller from the concept phase up to the handover stage at site of the Manarat Al Saadiyat Museum, Theatre and Restaurant project has given me an extensive knowledge of, and expertise in Document Management and ACONEX. After Manarat Al Saadiyat project, I was involved in another prestigious project – the iconic Cleveland Clinic Abu Dhabi (CCAD). CCAD has equipped me with more proficiency in document controlling and management of priorities while working under pressure.
Before joining Aedas I have worked at Woods Bagot, an Australian Architectural Design and Consultancy firm. In Woods Bagot my IT profession was utilized and enhanced when I handled the setting-up of the local server and the computer facilities in their Abu Dhabi office.
My various professional roles have equipped me with confidence, accumulated knowledge and experience that made me more flexible
and versatile to where I stand in my professional career at present.
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Skills
	Electronic Document Management
	Application Softwares
	Information Technology
	 Diligent and Reliable

	Systems (EDMS)
	 Microsoft Office Suite
	 Software Installation (Microsoft
	 Detail-oriented

	 ACONEX
	 Microsoft Visio
	Windows Platform)
	 Systematic and

	 Prolog
	 Microsoft Project
	 PC Maintenance and
	Organized

	 Proliance
	 Adobe Photoshop
	Troubleshooting
	 Speedy and Accurate

	
	 Adobe InDesign
	 LAN Installation and
	 Strong Reporting Skills

	
	 Adobe Acrobat Prof.
	Configuration
	 Versatile

	
	
	 Network Administration
	


Knowledgeable in ISO Standards in Document Management such as ISO 9001:2008 and ISO 15489
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Work Experience
22 April 2012 – 28 February 2015
Al Khayyat Contracting and Trading LLC 
Doha, Qatar
Designation: Chief Document Controller
Responsibilities:
· Monitors Senior Document Controllers and Document Controllers activities in each project site to ensure that company’s filing system standards are strictly followed. 
· Ensure that company’s document control system is maintained by performing regular quality control and quality assurance checks to the entire document control process. 
· Develops and implements work processes and procedures. 
· Establishes a documentation system by adhering to standards set by the company's IMS in every new project site to ensure effective & proper document distribution and record keeping. 
· Liaises with IT and recommends appropriate EDMS software and tools in every project site. 
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· Coordinates with IT to ensure appropriate back-up of information stored in the system is performed, and adequate protection from unauthorized access is applied. 
· Conducts interview to Document Controller (DC) candidates. 
· Distributes workload to Senior Document Controllers and Document Controllers. 
· Monitors staff’s productivity and develop training to enhance their skills in order to maximize productivity. 
· Reviews and appraise performance of Senior Document Controllers and Document Controllers. 
Achievements:
· Set up and implemented a document management and system, made it appropriate to the needs of the projects through the project lifecycle. 
· Managed the Document Control Department, provided effective direction and motivation to the departmental staffs. 
· Ensured that staffing numbers were held at a level to maintain efficient and timely processing of project documentation. 
· Maintained and managed all document management equipment, supplies and consumables. 
· Established Document Management standard procedures for the company. 
· Designed and implemented detailed work instruction to support the approved project procedures and supervise the day-to-day activities of document management staff. 
· Developed and implemented work processes and procedures, such as: 
Correspondence Control
Technical Document Control
Library Management
Project Standard Document Numbering and Archiving
24 May 2009 – 13 March 2012
Aedas Architects LLC 
Abu Dhabi, UAE
Designation: Document Controller / IT Coordinator
Responsibilities:
· During submission of certain forms of documentation, coordinated with staff members as they compile the needed documentation regarding the submission so that documents are submitted on time prior to the submission due date. 
· Prepared documents and communicated with team members making sure that all documents were well checked for quality assurance. 
· Responsible for file validation before submitting. Checked documents for typographical errors, misinformation, spelling and punctuation errors, and ensures that all documents have no errors in filenames and document numbers to avoid confusion. 
· Managed incoming/outgoing of project submittals and RFIs 
· Checked and validated submittals prior to delegating to consultants concerned for review and approval. 
· Performed regular audit on submittals and RFIs in order to ensure that there are no overdue, and make sure that submittal responses are properly submitted and uploaded in ACONEX. 
· Kept track of all project records by looking through both hard files and computer database files on a regular basis. 
· Maintained updated prints of drawings and made sure all information regarding the project is up-to-date and factual. 
· Maintained the company's filing system, made sure that all documents followed company’s policy guidelines, and performed proper archiving of files and records. 


Significant Projects Involved in Aedas Architects:
Cleveland Clinic Abu Dhabi (CCAD)
A hospital, modeled on the reputed Cleveland Clinic in the US.
· Location: Sowwah Island, Abu Dhabi 
· Number of inpatient beds: 364 (256 Beds + 32 VIP’s Beds 
· 72 ICU + 4 Royal Suites) – expandable to 490 
· Number of outpatient rooms: 342 (includes treatment and exam rooms) 
· Plot area: 23 acres (94,000 m2) 
· Parking spaces: 3100 
· GIFA: 409,234 m2 
Manarat Al Saadiyat
A 15,400 square metre arts and culture centre, designed to bring the vision of the island to life through The Saadiyat Story. The venue also features four gallery spaces.
Located in Saadiyat Island, Abu Dhabi, this artistic venue houses TDIC exhibitions with international collections from around the world, including three major galleries, a central events gallery, sales centre, 250-seat theatre, and restaurant.
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09 March 2008 – 21 May 2009
Woods Bagot PTY
Abu Dhabi, UAE
Designation: IT Support
Responsibilities:
· Handled the setting-up, installation, configuration and maintenance of equipments in Woods Bagot - Abu Dhabi office, like: 
· Server (Dell PowerEdge 2950) 
· Workstations (Dell Precision and Optiplex models) 
· Printers/Plotters (OCE TDS700, XEROX 7335, HP Designjet) 
· IP Telephones (AVAYA 9630) 
· Installed firewall and network security hardware and software. 
· Supervised installation of Computer Aided softwares. 
· Provided assistance to employees in all hardware and software issues. 
· Performed back-up of emails and other electronic data, and provided proper labeling and protection to back-up discs. 
· Monitored printer supplies and supervised replacements of consumables, like: 
· Paper Rolls, Toners, Drum and Waste Cartridges 
October 1995 – October 2007
Western Mindanao State University 
Zamboanga City, Philippines
Designations:
Special Assistant to the Vice President for Academic Affairs
(October 2005 – October 2007) Responsibilities:
· Assisted the Vice President in administrative functions and overseeing the e-Lab and e-Learning projects of the University. 
· Conducted meetings with faculty members and staff in the External Campuses as delegated by the VP. 
· Supervised and evaluated faculty members and staff in the External Campuses as delegated by the VP. 
· Attended to Executive meetings. 
· Handled preparation and submission of official correspondences and reports. 
· Ensured a pleasant working relationship with all employees and performed other related duties as required and assigned. 
· Coordinated with the main campus Management Information and Systems Office regarding IT concerns in the External Campuses. 
Department Head, Computer Engineering and Comp. Science Department
(September 2001 – June 2002)
Responsibilities:
· Administered and evaluated faculty members and staff of the department. 
· Conducted meetings with faculty members, students and parents. 
· Managed the computer facilities of the department. 
Instructor, Computer Engineering Department
(October 1995 – October 2005)
Responsibilities:
· Supervised, evaluated and advised students. 
· Taught students in the different Computer Engineering and Computer Science key subjects, such as: 
Digital Design, Logic Circuits and Switching Theory, IT Project Design, Computer Networks, PC Troubleshooting, DC Circuits, Operating Systems, C++ Programming, and Basic Engineering Drafting 

	
	Education
	
	
	
	Personal Information
	
	

	
	Master of Science in Information Technology (Candidate) – March 2004
	
	
	
	Date of Birth : 23 December 1970
	
	

	
	Ateneo de Davao University
	
	
	
	Nationality
	: Filipino
	
	

	
	Davao City, Philippines
	
	
	
	
	
	
	

	
	Bachelor of Science in Computer Engineering – March 1995
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


University of San Carlos
Cebu City, Philippines
