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OBJECTIVE : 
To seek a professional job opportunity with a reputed organization in my ability and education will be utilized to the maximum level contributing to the success of the organization and self-growth in the company hierarchy.
APPLIED POSITION:


Document Controller / Receptionist / Secretary / Assistant Admin./Data Entry Operator
SUMMARY
· Profile : 

Female , Married
· Nationality : 

Filipino / Philippines
· Current Location :
Abu Dhabi, UAE
· Visa Status:

Residence (Husband Visa)
· Date of Birth:

December 28 1978
· Nationality:

Filipino
· Current Position : 
Secretary / Document Controller/Data Encoder
· Company :

Abu Dhabi Urban Planning Council
· Preferred Location :
Abu Dhabi, U. A.E.
· Salary Expectation : 
Negotiable
WORK EXPERIENCE
June 2015 to September 2015 Abu Dhabi Urban Planning Council
 
                             Abu Dhabi, UAE

                             Consultant - Data Encoder (Reach Employment Services)
· Analyzed all information mentioned on  the approval letters (Concept & Detailed stages)
· Checking of Approval numbers in U Drive, database approval and in PTMS
· Update and modify all Approval Letters using Project & Test Management System (PTMS).
· Coordination of  the issues regarding approval letters and PTMS to the Lead / Planning Manager and GIS.
February 2015 to June 2015 Royal International Construction LLC
 
                            Abu Dhabi, UAE (SW Division)

                            Secretary/Document Controller
· Answering/Received telephone calls from clients and subcontractors
· Internal and External coordination with clients and subcontracts. Specially related with Confirmed Order, Subcontract Agreement, LPO, Quotations etc.
· Prepare External and Internal correspondences. 
· File and arrange the filling system for SW Division
· Prioritizing workloads
· Implement new procedures and administrative systems
· Preparing Site Material Receipts, LPO, Invoices and Petty Cash Invoices
· Register all documentation (Incoming and Outgoing) using Letosys.
· Prepare daily mandated report for employees especially at site staff including warehouse personnel.
Oct. 2014 to Jan. 2015     Abu Dhabi Center for Technical and Vocational Education and Training      (ACTVET, Ministry of Education)                                                                Abu Dhabi, UAE
                                              Data Entry Operator (Temporary 3 months contract)
· Compile, verify accuracy and sort information according to priorities to prepare source data for computer entry
· Review data for deficiencies or errors, correct any incompatibilities if possible and check output
· Apply data program techniques and procedures (Microsoft Equation, Snipping tools etc)
· Generate reports, store completed work in designated locations and perform backup operations
· Keep information confidential
 
Mar 2004 - Nov 2010
   SNC LAVALING GULF CONTRACTOR 
         
                                          Abu Dhabi, UAE




      PROJECTS : National Central Company (PJSC) TABEED (20 



                   District Cooling Plant)



      Senior Document Controller
· Expose in Engineering Design Office, Experience in leading a small group of Document Controllers, Managing Site Document Control Team in addition to the execution of my own document control duties.
· Responsible for the effective and efficient document control of all Engineering Documents, in accordance with the established procedures.
· Daily routine activities of Document Control: Including Create, Update and maintain tracker for drawing approval process and technical submittals using PM+. Distribution of documents maintaining electronic folders and directories, tracking and retrieval of documents and drawings. As well as maintaining document logs for correspondence, material approval, shop drawings and RFI.
· Prepare and Maintain records of Correspondences (Log Register, Outgoing and Incoming Deliverables) Transmittals, Deliverables, Documents (Data sheets, Scopes, Specifications, Requisitions etc) Drawings (GA, ISOMETRIC, P&ID’s, Layouts etc) for all the Engineering Disciplines.
· Expedite and coordinate the return of documents and approvals or comments within the required time period from internal and external parties to whom have been issued or distributed
· Hands on experience in identifying, sorting of Engineering Documents and Drawings (Civil, Mechanical, Electrical, Instrumentation drawings, Details, loop drawings, data sheets, standards, isometrics, manuals etc) as per ISO 9001: 2008 Quality Management System, and PM+.
· Ability to plan, organize, lead and coordinate the Document Control function within our multidisciplinary Engineering group, in order to meet the needs of the projects, proposals and Company’s requirement and timely deadlines or milestones.
· Maintain procedures for maintaining documents and manage change control of documents.
· Prepare Handover documentations and Drawings to Client as final Close out.
Jan 2002  Mar 2004

NAMA MOTT MACDONALD LTD

           




Abu Dhabi UAE




PROJECTS : Cawthrone Channel Associated Gas Gathering  





(CCAGG) Project for Shell (SPDC) Nigeria.




Document Controller cum Receptionist and Secretary
· Issuing of Material Requisition and Technical Bid Evaluation  to the client for their review and comments.
· Be in contact with vendor to submit their deliverables Register.
· Distribute vendor documents and drawings along with the concern Engineers and send the marked up copies of the documents and drawings to the vendor for further action.
· Receiving and Register all the submittals from more than 80 International Vendors. Updating and informing the Engineers about the submittals.
· Prepared and Review all Manufacturing Data Book, Operation Maintenance Manual and Technical Documents. These books are to be made after all the documents are compiled as per client and agent agreements.
· On daily basis Issuing Deviation, Requisition, Amendment, Variation and filling of documents.
EDUCATION
June 1996 - Mar 2001

Sacred Heart College


            Lucena City, Philippines




Bachelor of Science in Computer Science
IT SKILLS 




Windows and Office tools
· MS Office 
Expert
· Microsoft Outlook 
Expert

Non - web programming language
· ACONEX 
Advance 
· Project Management System ( EDMS) Advance
· Letosys   (EDMS)            Advance
· PTMS   
Advance
LANGUAGE
· English


Fluent 
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