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Position
: Document Controller / Site Secretary / 
                                Project Cost Controller
Education
: Bachelor of Science in Information Technology, 

                          Cagayan State University, Philippine, Year 2008
Visa status
: Employment Visa
Nationality
: Filipino
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	Objectives:
	To utilizes my communication skills and enhances my organizational abilities for effective business administration.


	Work Experience
Work Experience

Work Experience


	    1. Document Controller / Site Secretary / Project Cost Controller
    AL DARMAKY FOR CONTRACTING AND 

    AGRICULTURAL MATERIALS
    July 2014 up to present

    Al Ain, UAE

  Duties & Responsibilities:

· Prepares correspondence to consultant and client;
· Monitors and prepares update reports for all stock and ongoing projects;
· Prepares Acceptance Certificates required for payment claims of all  completed projects and proposals.

· Prepares and monitor invoices for other private projects of the company;
· Prepares all other reports required by the Project Manager, Consultant and Client;
· Reviews and distributes all consultant drawings, shop drawings and other submittals as required by the Project Manager;
· Sets up and maintains a filing system (soft and hard copies) for all project’s documentation; following a systematic documentation and communication procedures set by the company;
· Receives all consultants’ drawings, review reports and distribute / disseminate them to respective engineers for action;
· Provides preliminary review of shop drawings for conformance;
· Prepares change notice summaries for owner/construction manager review;
· Ensures timely submittal of all documents needed by the Scans and database the approved shop drawings. Keep current hard copies and file supersede version;
· Takes progress photographs and damage/condition photographs;
· Prepares the ordering of all construction materials and 
equipment;
· Monitoring of project petty cash, its allocation and proper distribution;
· Does all related tasks and instructions assigned by Project Manager on a day to day basis;
Project Handled:
· Design and Construction of Landscape Parks for Al Quarya Al Shamya Restaurant‏ – Ain Al Fayda, Al Ain, UAE 

· Irrigation System and Planting Windbreaks and Walkways in Al Faqaa and Al Shuwaib – Al Ain Municipality 
· Welcome Yas Pavillion and Cascade Walk – Yas Mall, Abu Dhabi, UAE 

· New Access Road for Ajban Palace – Sweihan, Abu Dhabi, UAE 
2. Document Controller / Site Secretary
PROJECT MANAGEMENT & DESIGN CONSULTANTS
January 02, 2013 – February 28, 2014

Hili Sanaiya, Al Ain – UAE 

Project Handled: 
· Al Wahat Hili Mall & Hotel – Al Ain, UAE
 3. Document Controller /Site Secretary
 ARCHITECTURAL CONSULTING GROUP
 November 29, 2012 – December 30, 2012 (Temporary) 
 Hili Sanaiya, Al Ain – UAE 
Project Handled: 

· Al Wahat Hili Mall & Hotel – Al Ain, UAE
 4. Document Controller / Site Secretary
 AL BOOM AL ARABIA GENERAL CONTRACTING CO.
 April 2012 – October 2012 (Temporary) 
 Hili Sanaiya, Al Ain – UAE 

Project Handled: 

· Al Wahat Hili Mall & Hotel – Al Ain, UAE
 5. Event Photographer 

 AL JUMAIRA STUDIO AND STORES
 July 2010 – August 2011
 Main Street, Al Ain – UAE 
6. Administrative Assistant 

 VILLACETE ENGINEERING
 May 2007 – May 2010
 Makati City, Philippines 

    Duties & Responsibilities:
· Attends Regular Project Site Staffs Meeting and other special meetings as required.

· Handles the overall document control of the Project including encoding of letters, transmittals, fax, minutes, and other related documents including that of the project updates.

· Submits and makes request for office supplies to Head Office. 
· Files Documents, reports and records for easy access. 
· Informs owners, contractors, suppliers, designers, consultants, and the CPM Team regarding meetings.

· Acts as the receptionist, photocopier and/or other clerical duties.

· Coordinates with the Construction Project Manager for needed signatures.

· Assist the CPM Team in ensuring that Good Housekeeping is diligently practiced within the Company’s site offices and facilities including sorting papers, documents, files, etc. 
· Submits reimbursements of petty cast to Head office at least twice a month. 
· Prepares for the needs (groceries) of the site office. 
· Instruct the utility man or messenger regarding the delivery of outgoing documents. 
· Receives incoming documents by fax, mail, ect. And transmits outgoing documents for the CPM Team. 
· Records, prepares, and logs the timesheets. 
· Performs other duties that may be assigned from time to time.
    7. Document Controller
    BALIGOD / VILLACETE LAW FIRM
    April 2005 – April 2007

     Tuguegarao City, Philippines 

     Duties & Responsibilities:
· Handled the tasks of receiving and processing information in an accurate and efficient manner.
· Assigned the responsibilities of communicating with outside Legal Counsel.
· Administered application processes and communicate with various department. 
· Responsible for maintaining filing systems as well as proper management of maintenance systems. 
· Maintained documents of the company in accordance with the procedures of established publication department.
· Handled the tasks of scanning and indexing documents and manuals into the electronic filing systems. 
· Responsible for identifying and solving routine problems.

· Handled other tasks as assigned. 

	Personal Strength:
	    With at least 5 years and 7 months work experience in U.A.E
· Possess 10 years of progressive experience as an administrative assistant and document controller.

· Ability to perform tasks efficiently and effectively with clients and team members. 
· Excellent written and verbal communication skills. 
· Extensive knowledge of operating tools like Microsoft Windows, Office and the use of Internet. 
· Posses outstanding time management and organizational skills. 
· Ability to work under pressure and meet deadlines .

	Languages

	English, Tagalog & Arabic



