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Personal Particulars
Age

 : 32 years old
  

Date of Birth
: 25 July 1983
Nationality
 : Filipino


Gender 
: Male
Marital Status:  Single






Recent

 : Jebel Ali, Dubai
Residence

Educational Background
Highest Education
Level

: Bachelor’s / College Degree



Field Study
: B.S Information Technology
Major

: Computer Science
Institute / 
: Colegio de San Juan de Letran,Calamba, Philippines
University




Graduated Date: April 2004
Computer Skills: 

Hardware Troubleshooting

Computer Networking

Microsoft Office Application (98, 2007 and Windows XP) 

MS Word, MS Excel, MS PowerPoint

Essential skills and qualifications:



Experience of working on a construction site environment 



Proven planning and process management skills



Attention to detail and accuracy



Methodical approach to duties



Accurate typing skills 



Must be able to communicate positively and effectively

Personal attributes:



A confident, professional manner



Flexible team member



Enjoys working in a fast pace, changing and demanding environment.



Self motivated and self managed



Able to continuously prioritize tasks to suit the Project’s needs



Tolerance of stress stays focused under pressure
Ability to build good relationship with project team and wider professional   team

Employment History

1.         Company name
: Consultants Dubai, UAE

Position Title

: Document Controller (April 2014–Present)
Industry

: Construction (Consultant)
Work Description

· Assist CAD Operators in printing and reproducing of submittals, transmittals etc.

· Help prepares Drawing Register and other CAD related works.

· Responsible for receiving, organizing, checking of documents & organizing filing system, sorting and compiling of documents.

· Ensure that all documents that require systematic, controlled capture, distribution or revision which are received for or generated by the project are managed and administrated according to the Project Document Control procedure.

· Maintain the general filing system and file all correspondence, reports and documents (hardcopy & softcopy)
· File and encode into computer system all incoming and outgoing documents.
· Furnish copy of letters, memorandum as requested by the principal landscape architect and other concerned staff.

· Received logs, transmittal of all incoming and outgoing documents such as letters, mails etc.

2. 
Company name
: EM Hidromontaza Dubai, UAE
Position Title

: Document Controller (Jan 2012–Feb 2014)
Industry

: Construction (EMAL Phase II)
Work Description

· Responsible for receiving, organizing, checking and distribution of documents, planning & organizing filing system, sorting and compiling of site documents.

· Coordinate with the Site Control Manager for the Construction and implementation of Approved of Drawings given by the Contractors.

· Ensure that all documents that require systematic, controlled capture, distribution or revision which are received for or generated by the project are managed and administrated according to the Project Document Control procedure.

· Maintain the general filing system and file all correspondence, reports and documents (hardcopy & softcopy)
· File and encode into computer system all incoming and outgoing documents.

· Responsible for filing all documents such as PI&D, Manual, Vendor Drawing, Termination drawing, Loop Diagram, Hook up drawing, Data Sheet, Calibration Sheet and other related documents.
· Preparation of site package documents.  
· Encode all result of the Calibration of instrument.
· Updating the database of punch list.
3.
Company name
: EM Hidromontaza Dubai, UAE

Position Title

: Document Controller (Feb 2009– 2012)
Industry

: Construction (Station “M” DEWA Project)
Work Description

· Responsible for receiving, organizing, checking and distribution of documents, planning & organizing filing system, sorting and compiling of site documents.

· Coordinate with the Site Control Manager for the Construction and implementation of Approved of Drawings given by the Contractors.

· Ensure that all documents that require systematic, controlled capture, distribution or revision which are received for or generated by the project are managed and administrated according to the Project Document Control procedure.

· Maintain the general filing system and file all correspondence, reports and documents (hardcopy & softcopy)
· File and encode into computer system all incoming and outgoing documents.

· Responsible for filing all documents such as PI&D, Manual, Vendor Drawing, Termination drawing, Loop Diagram, Hook up drawing, Data Sheet, Calibration Sheet and other related documents.
· Preparation of site package documents.  

· Encode all result of the Calibration of instrument.
· Updating the database of punch list.

