KIM 
CAREER OBJECTIVE
I look forward to join your esteemed organization and extend a helping hand to this noble profession.  I seek to perform my duties with sincerity, honesty, integrity and selflessness.

EDUCATIONAL ATTAINMENT


Bachelor of Science in Mechanical Engineering

University of Bohol (October 2007)

WORK EXPERIENCES
Document Controller

Delro Transport and Services

Tagbilaran City, Bohol Philippines

October 2011 - February 2016

Document Controller/ 3D Design

S-Technology

Cebu, Philippines

October 2008 - September 2011

Job Description:

· Control all aspects of project documentation on multiple simultaneous projects, utilizing various control methods/systems.

· Prepare, operate and update Document Control Procedures in line with the Company’s Document Management System.

· Ensure proper document control support is given to each project.

· Ensure all documentation provided is as per Client quality formatting requirements. Formatting may include correcting templates, fonts and style, pagination and numbering and other activities that may be required to achieve a client’s documentation requirements.

· Create Document Control and correspondence folders for individual projects.

· Work in strict co-operation with the Project Manager to ensure project progress status integration.

· Ensure all templates used with the department conform to the Company standard.

· Safeguarding all documents of the Company

OTHER SKILLS AND ADVANTAGES
· Computer literate (MS Word & MS Excel)
· Can easily handle pressures at work

· Can work with less supervision

· Willing to work overtime
· Driving ( Driver’s License - Philippines)
PERSONAL INFORMATION


Citizenship: 


Filipino


Height:



5’11”


Weight:


165 lbs


Religion:


Roman Catholic
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