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CARLO 
POSITION DESIRED: DOCUMENT CONTROLLER
Objectives
To obtain a position that requires my knowledge, skills and gain in the process and work in a reputed and multi-nationals company where I can contribute to the progress of the company.
Employment History
Document Controller (Outsource to ZAKUM DEVELOPMENT COMPAN
Wood Group Kenny ▪ Abu Dhabi, United Arab Emirates ▪ March 2013 – February 2016
Duties and responsibilities 
o Receives and archives/stores all documents in accordance with the established procedures. Identifies and segregates all documents as per the document type/class and files in accordance with the concerned project numbering system. Directs the reproduction, collation and the distribution of certain documents for the appropriate sections within the department. 
o Assists personnel in locating and retrieving documents from archives and ensures their safe return. Liaise with Project Team and Contractor personnel to ensure the receipt of complete documents. updated drawings, specifications or other project documents in accordance with specific contract requirements. 
o  Prepare and follow-up requisitions for all Documents/Drawings printing needs. 
o Maintain an "IDC Tracking System" for all technical documents. Establish and maintain listing (Master Document Register -MDR) of all Project Technical documents, specifications and drawings with their proper updating. 
o  Supervise/control/monitor all incoming and outgoing project documents. 
o Prepare electronic copies of company documents, specification general documents, data sheets procedures etc, for ITT packages to bidders. 
o Closely coordinate the different document/drawings received from the Contractors Endorse to ensure that the project documentation are in accordance with the agreed deliverables register and clarify any queries and problems that might arise. 
o Prepares document transmittals/transmission slips as per the Matrix or instruction of project engineer to the concerned department for review/comments. Maintains the monitoring system for all the incoming/outgoing department documents and follow up from the Job Officer/Engineers their response/action to the documents assigned to them for review/approval. 
o  Overseeing and managing day to day emails from and to CONTRACTOR. 
Document Controller ▪ October 2010 – January 2013
Tebodin Middle East ▪ Abu Dhabi, United Arab Emirates
Duties and responsibilities 
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o
Assistance to the project management team for preparation of all procedure related to the document control in different phase of the project filing and archiving.
o
Administration of document including preparation and maintenance of filing procedure and document distribution matrix for project, control of all incoming and outgoing correspondence and engineering documents drawings.
o
Internal distribution and filing of project documents and correspondence both hard and electronic copies in line with the project procedure.
o  Preparing transmittal and correspondence.
o Preparing final dossier and EPC tender package. o Maintaining and updated the document registry
o Overseeing and managing day to day emails from and to client and third parties. o Booking conference room and facilities.
Site Document Controller ▪ June 2009 – September 2010
REDD Design  ▪ Abu Dhabi, United Arab Emirates
Duties and responsibilities 
o Performing in multi task such as document controller, secretary, coordinator and receptionist. 
o Control and manage of filing procedures and document distribution of all project documents both in hard and soft copy. 
o  Receiving and delivers documents to and from the CONTRACTOR & CLIENT. 
o Prepares transmittal and outgoing letter, site memo, NCR, site instruction and defect notification. 
o Maintaining and monitoring log sheet of material approval, method statement, shop drawing and RFC to be updated. 
o In-charge to all outgoing correspondence reference number. o Prepares daily report and material requisition. 
o Point of contact and manage inbound calls, on site for the consultant office. o Ordering office supplies and monitoring inventory for stationary and facilities. 
Office / Project assistant ▪ May 2006 – April 2009
Technip ▪ Abu Dhabi, United Arab Emirates
Duties and responsibilities 
o Assist the Secretary and Document Controller. o Distributes documents to relevant parties. 
o  Operates fax & photocopy machines. 
o Prepares all necessary documents to be sent to the Client. o Control and maintaining of all filing procedures. 
o Sorting and preparing all the documents for final dossier. o Delivering and collecting documents from and to client. 
Qualification
Software / Skills 
· Microsoft Office 
· Microsoft Access 
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Maximo 6 
· SmartPlant Foundation 
Education 
Tarlac State University
Undergraduate ▪ BSBA major in Accountancy
Certification 
· Certificate of Basic Computer Microsoft Office 2003 
· Certificate of Basic Computer Microsoft Office 2007 
· Course for Office Safety 
Summary 
 Years of Experience 
Over all 15 years of experience, 10 years in Gulf country 
 Industries 
· Oil and Gas 
· Water 
· Infrastructure 
· Vertical & Industrial Bldg. 
· Areas of Expertise 
· Document Management 
· Tracking and Monitoring of document 
· Controlling and Maintaining Filling Procedure 
· Communication 
· Preparing of FEED documents 
· Preparing of EPC documents 
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I hereby certify that facts contained in this resume are true to the best of my knowledge.
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