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Position desired: Document Controller / Admin Assistant
Professional Experience:
 Atlantic Gulf and Pacific Company of Manila, Inc.

 Project Support Services Department
 PSSD - Document Controller / Admin Assistant
 Project Involvement: Preparatory Works for 2013 – 2015
    JKC ICHTHYS, Lycopodium (Otjikoto), Fluor Dow,

    BHPI, YAMAL LNG Projects
 San Roque, Bauan, Batangas, Philippines 

 April 2, 2014 – December 20, 2015
 Duties and Responsibilities

· Monitoring and control of all pertinent documentation, in-coming & out-going


*ISO Documentation


*Incoming and outgoing IOMs and IDRs


*Drawings, procedures, etc.

· Sorts out and files documents, drawings and other related documents.

· Sees to it that superseded drawings and documents are being identified and returned to DCC.

· Receiving & logging of all in-coming & outgoing transmittals.

· Preparation of Purchase Requisition, CAPEX, Manpower Requisition, IOMs, IDRs & other relevant documents.

· Assisting in the preparation of Equipment Availability Reports, Equipment Status Reports, and Equipment Usage Reports.

· Assisting in the preparation of Procurement Action for requirements of the department.

· Reports from all sections under PSS for submission to various offices.

· Coordinating with other departments concerned regarding all pertinent documents.

· Recording of files in soft & hard copy.

· Send and received e-mails.

· Answer telephone inquiries.

· Performance of other tasks that may be assigned by the Manager from time to time, in the exigency of the service.

 
 Atlantic Gulf and Pacific Company of Manila, Inc.

 Project Support Services Department

 PSSD – Assistant Document Controller

 Project Involvement: JKC ICHTHYS, Lycopodium (Otjikoto), Fluor Dow

           BHPI Projects.
 San Roque, Bauan, Batangas, Philippines 

 October 1, 2013 – March 30, 2014 
Duties and Responsibilities

· Assist in Documentation

· Encoding of Different Files

· Sorts out and Files Documents

· Answering telephone calls
· Perform other related jobs within his / her competence as may be assigned by the immediate superior from time to time. 
Seminars Attended:
Photoshop and Web Design

December 10, 2010

Sta. Teresa College

Bauan, Batangas

9th Phil. Youth Congress in Information Technology

September 22, 2011

University of the Philippines

Quezon, City

Web Development Using Dreamweaver

February 24, 2012

BulwagangTeresiana, Sta Teresa College

Bauan, Batangas

Cloud Computing and Virtualization

February 02, 2013

Lyceum of the Philippines Batangas

Capitol Site, Batangas City

Pre- Employment Seminar

January 30, 2013

Sta. Teresa College

Bauan, Batangas




Career Objective:


To pursue venerable career that best suits my skills and qualifications in a professional organization enable achieving company’s objectives to where I can develop myself and contribute my knowledge and abilities, and have a job which offers many opportunities.





Education:


Bachelor of Science in Information Technology


Sta Teresa College


Bauan, Batangas


2009 - 2013





St. James High School


Afable St., Asinan Poblacion


Subic, Zambales


2004 - 2008


Subic Central School


Subic, Zambales


1998-2004








Training:


Knowledge Channel, Inc


On-the-job Training (OJT)





5/F Benpres Building, Exchange Road,


Ortigas Center, Pasig City


April 10 – June 01, 2012





Personal Data:


Date of Birth:	September 16, 1991


Age:		24 years old	


Gender:		Female


Citizenship:	Filipino


Civil Status:	Single


Religion:	Roman Catholic


Height:		5’2”


Weight:		51 kgs.


Language Spoken and Written:


English, Filipino











Special Skills-Knowledge-Qualifications:


Self – starter and fast learner.


Eager and enthusiastic to learn new things, and very consistent and responsible when it comes to work discipline and attitude.


Adaptable to any working condition.


Knowledge in MS OFFICE and other MS applications


Knowledge in Oracle Software (User).


Flexible in working either alone or in group


Has good interpersonal skills


Able to work effectively with minimal supervision.


With perseverance and determination to accomplish tasks given.


With confidence and dedication to job.


Capable of working under time pressure and or deadlines.


Able to read and verbally communicate in English.
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