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Date Birth: 11 June 1982
Birthplace: Philippines
Religion: Catholic
Nationality: Filipino
Marital Status: Single
Contact Details
M: +971506386379
E: shedan.meir@gmail.com
Educational Background:
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AB/BS-BSEd-Physics
March, 2004
Bicol University
College of Education—Philippines
[image: image4.jpg]D -lE Republic of the Philippines
Depariment of Eccaton





Skills/Knowledge:
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√ Computer Literate
· ACONEX 
· Adobe Acrobat 3D 
· MS Windows 
· Adobe Designer 
· MS Office (Word, Excel, Out-look, PowerPoint, Publisher) 
· Database 
· Box / We Transfer 
· Google Chrome 
· Organizing Seminars and Trainings 
· Proficient in Public Relations Affairs 


Gulfjobseeker.com CV No: 1435506
Mobile +971505905010 / +971504753686 

To get contact details of this candidates
Submit request through Feedback Link

http://www.gulfjobseeker.com/feedback/submit_fb.php
OBJECTIVE:
Looking for a position in Document Control in your company where I can maximize my management skills, quality assurance, program development and training experience in such a way that it benefits the company.
Professional Profile:
A highly experienced Document Controller who has initiated the Final Turnover Documentation (FTD) in a multi-million dollar project that include Construction of Central Utility Plants (CUPs 2, 3 & 4) for New Doha International Airport (NDIA) that supplies chilled water to the entire terminals of the Airport, as well as provides air-conditioning for the Main Emiri Terminal and cargo terminals. Strong ability to maintain accurate information and manage all important documents (Drawings, As-Built, Specifications, Material
	Submittals,  Punch   Lists,  QC   Monthly
	Reports,
	Method

	Statements, Material
	Certifications, Inspection & Test Plan,

	Factory  Acceptance
	Test  Procedures  &
	Warranties
	to  be


updated and for efficient distribution. Proven productive output based from an exceed expectation evaluation within 1 year and the first candidate to be awarded as the “Quality Contributor” project wide in New Doha International Airport.
Assigned as Document Controller and parallel to the Design Coordinator in a firm dedicated to provide support to clients - MEECON - is an Architectural and Engineering Consultancy practice holding a top class license by Dubai Municipality enabling it to handle buildings with unlimited number of stories.

An Architectural and Engineering Consultancy practice holding a top class license by Dubai Municipality enabling it to handle buildings with unlimited number of stories. It was established in 1986 by Mr. Mohammed Al Budoor and Mr. Rashid Al Shamsi both are UAE citizens and are holding Civil Engineering degrees from USA.
DESIGN DOCUMENT CONTROLLER
· Manage all the incoming and outgoing correspondences of all projects in Outlook to be coordinated to all concerned Project Representatives, Engineers, Clients and Contractors for necessary actions. 

· Prepare correspondences and Transmittals and to ensure that all are processed accordingly. 

· Follow up of action recorded in Project Correspondence. 

· Prepare project folders for paper-based filing ensuring the company’s procedures with respect to the storing of paper information is followed. 

· Manage the control of incoming documents and maintain accurate records in the Register. 

· Maintain accurate records of paper-based and electronic filing, and referencing procedures are strictly adhered to so that traceability is maintained. 

· Assist in the management of all outgoing documents in particular the issuing of reports/drawings using the Register. 

· Keep a record of all folders/files that have been issued to various members of the team and ensure they are returned in a timely manner. 

· Ensure hard copy information is printed from incoming CDs and CDs are filed accordingly. 

· Ensure that hard and electronic copy project files are archived accordingly and when requested retrieve hard copy documents from archive. 

· Use Web-based software to manage the uploading and downloading of documents, submittals, drawings, etc. 

· Assist in the distribution of documents to single disciplinary and multi disciplinary project teams. 

· Work closely with the CAD Drawing Coordinator in the preparation and issuing of drawings ensuring that a record is kept of all the latest drawings and drawings are superseded according to the latest revision. 

· Operate office equipment such as photocopier/scanner, printer, fax machine and binder, in supporting the project team with their photocopying and binding requirements. 

· Provide regular work status updates and List of Deliverables. 

· Attend and contribute in team and project meetings as required. 

· Complete accurate timesheets by set deadline. 

· Prepare minutes of meetings, Technical Queries, Engineer’s Instructions, RFI’s etc.  if requested. 

· Part of the team for TENDER DOCUMENTS preparation and submission (Conditions of Tenders & Tender Schedules, Instrument Agreement, Drawings, Bill of Quantity, Reports). 
· Ensure high standards of confidentiality to safeguard commercially sensitive information. 

· Performe other duties and responsibilities as maybe assigned. 


A Multi million dollar project that include Construction of Central Utility Plants (CUPs 2, 3 & 4) for New Doha Interna-tional Airport (NDIA) that supplies chilled water to the entire terminals of the Airport, as well as provides air-conditioning for the Main Emiri Terminal and cargo terminals. The project includes construction of underground and aboveground piping, plumbing (Chilled water, Condenser water, Generator piping, Storm drainage, Overflow drainage, Potable Fire Water lines, Vent lines etc), HVAC systems that includes Ducting, installation of Terminal Units AHUs, CRAC Units, FCU Units etc. Installation of Chillers, Cooling Towers, Generators, Switchgears, MCC Panels, VFD Panels, Fuel Tanks and Pumps etc. Fire Fighting (FM 200) system for the all Electrical Rooms.
FTD OFFICER / DOCUMENT CONTROLLER
DOCUMENT CONTROLLER/FTD OFFICER:
· Handling Final Turnover Documents (Drawings, As-Built, Specifications, Material Submittals, Punch Lists, QC Monthly Reports, Method Statements, Material Certifications, Inspection & Test Plan, Factory Accep-tance Test Procedures & Warranties. 
· Preparing Hard & Soft copies of Final Turnover Documents, Training Manuals & O&M Manuals for sub-mission to client. 
· Examining documents, such as blueprints, drawings, change orders, and specifications to verify com-pleteness and accuracy of data. 
· Releasing blueprints, drawings, and engineering documents and notifies affected departments. 
· Maintaining inventory data on the quantity, location, and condition of supplies and equipment due in, on hand, and due out. 
· Compiling and maintaining control records and related files. 
· Maintaining and updating electronic information systems. 
· Providing system reports. 
· Posting changes to computerized or manual control records. 
· Preparing requests for reproduction of documents. 
· Answering telephone, screen and direct calls. 
· Taking and relaying messages. 
· Providing information to callers. 
· Directing persons to correct destination. 
· Preparing letters and documents. 
· Logging Purchase Requisition & Purchase Order on the Control Register. 
· Maintaining & updating the records for the Local Purchase Order. 
· Providing monthly summary of all LPO. 
· Preparing report regarding the status of all LPO. 
· Filing Local Purchase Order and Invoice from the Suppliers. 

This is a course that prepares prospective teachers of secondary education through courses in general education subjects and the practice of teaching. Education graduates with a degree of Bachelor of Secondary Education teach high school students.
PHYSICS / CHEMISTRY / STATISTICS / GENERAL SCIENCE TEACHER
TEACHER 1:
· Planning, Developing, and Organizing Instruction Materials 
· Housekeeping and Recordkeeping Tasks 
· Managing Student Conduct 
· Presenting Subject Material 
· Assessing Student Learning 
· Meeting Professional Obligations 

The Graduate School shall primarily give professional and technical training, advanced and specialized instruction in education, philosophy, management, agriculture, peace and security studies, nursing, sciences and arts; raise greater consciousness for scientific and technological researches; conduct more responsive and relevant extension services to the community; and provide opportunities for the realization of the full potentials as individuals and as members of the community, society, and the global village, in its efforts to advance the frontiers of knowledge.
OFFICE SECRETARY
SECRETARY:
· Preparing and drafting memoranda, letters, and other office communications; 
· Recording incoming and outgoing communications and issuances; 
· Filing communications and other office documents for record and reference purposes; 
· Handling incoming and outgoing calls from and to other colleges and agencies; 
· Innovating and maintaining a system of file management to ensure efficiency in filing and retrieval of records; 
· Performing other duties and responsibilities as may be assigned by higher authorities. 
