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	Personal Profile


· More than 8 years of professional experience as a Document Controller in UAE.
· Great team-worker - adaptable and flexible. 

· Seeks and finds solutions to challenges - exceptionally positive attitude.
· Excellent inter-personal and communications skills.
· High integrity and honesty; ethical and socially aware. 
· Seeks new responsibilities and uses initiative; self-sufficient.

· Energetic and physically very fit; quick to respond to opportunities and problems.

· Active and dynamic approach to work and getting things done.
	Work Experience


Agency: Al Recruitment

Client: Abu Dhabi Marine Operating Company (ADMA-OPCO)

Project:  ADMA-OPCO Headquarters

Position: Office Administrator I 
March 2015 to Present
· Reporting to the Vice President Operational and Business Excellence 

· Prepares PowerPoint presentations for the VP Operational and Business Excellence
· Benchmarking with the Top International Oil Companies (IOCs)
· Prepares reports, memorandums, proposals and correspondence

· Schedules appointments and meetings for VP and other ADNOC Operational Excellence (OE) Committee members
· Receives all incoming documents
· Registers internal and external documents
· Booking and arrangement of conference room for ADNOC OE meetings
· Applies personal and business permission outs using Oracle system
· Requesting stationeries through MAXIMO system

· Submits monthly timekeeping reports through MAXIMO system

· Arranging ADMA-OPCO HSE Induction

· Application of security pass using eQFORM system

· Prepares Authorization for Expenditure (AFE) for new projects in our division
· Arranging and coordinating trainings for the Managers nominated by the CEO
Employer: Silvertech Middle East FZCO

Project:  ZAKUM DEVELOPMENT COMPANY (ZADCO) - EPC Works for Fire & Gas Upgrade at Zirku Island
Position: Document Controller 

January 2013 to March 2015
Duties & Responsibilities:
· Filing of Engineering drawings and documents including Vendor data and arranges these documents. 
· Receiving drawings and document revisions from Home Office, replace the superseded revisions by new ones and keep the superseded documents accessible for information.
· Provide copies of the latest revision to Discipline groups and Subcontractors as required by distribution schedule as fast as possible.
· Prepares of technical documents for submissions.

· Keep track of all documents correspondences and transaction. Maintain and update all document registers. 
· Handling Incoming Letters, Transmittals Technical Documents from Client, Subcontractors etc.

· Receiving and sending to all disciplines Design Changes and Technical Queries related Documentation,
· Monitor and update any change and modification to the technical documents.

· Facilitating the application of the Security pass, Travel card & Free Port passes requirements of the Engineers and Technicians.
· Assisting in Secretarial works.
Employer: Arabian Construction Company

Project: Capital Plaza Development II, Khalifa St. Abu Dhabi U.A.E

Position: Document Controller

March 2009 to January 2013
Duties & Responsibilities:

· Sending of Drawing Transmittals and Submittals. 

· Ensuring that drawing transmittals are acknowledged in case there is a dispute on whether the drawings were transmitted. 

· Makes sure that controlled copies of latest approved documents and drawings are given to the appropriate staff, subcontractors and suppliers as applicable.
· Maintained up to date log sheet and systematic filing system.

· Archiving data for historical purposes. 

· Preparation of Business Correspondence, Technical Query and Inter Office Memo.

· Supervise and controls the work of all the Assistant Document Controllers.

· Preparation of monthly Payment Application.

· Preparation of Daily Construction Reports.

· Updating daily the incoming and outgoing documents in the SAP system.

· Preparation of daily, weekly and monthly safety reports.
· Receiving Maintenance Request from the Facility Management of the Project as per Tenant’s request. 

Employer: Al Amar Engineering & Contracting Co. L.L.C – Dubai, U.A.E

Project: Commercial Residential Building, Karama, Dubai, U.A.E

Position: Document Controller

October 2007 to January 2009
· Handling Incoming Letters, Transmittals Technical Documents, etc. from Client Subcontractors etc.
· Answering general phone inquiries in a professional and courteous manner   

· Providing administrative support to management and other staff

· Ensures proper maintenance of personal files of all the staff

· Arranging for purchasing of stationeries as per the requirements and ensuring to keep an adequate stock.
	Summary of Skills:


· Knowledgeable in numerous computer applications such as: Microsoft Office particularly MS Word, MS Excel; PowerPoint, Outlook, Maximo, Oracle, SAP, Internet exploring and even PC troubleshooting.

· Ability to plan, organize files in systematic way and prioritize work in a team environment.
· Efficient, fast learner, and flexible with ability to finish task on time, can work well under pressure with minimum supervision. 

· Excellent in making business correspondence.
· A good and productive employee, dependable and self-motivated.
	Education


B.S. in Computer Science & Information System 

Centro Escolar University – Manila, Philippines
2001-2006

	Personal Details


	Date of Birth 

Nationality    

Civil Status

Religion                                   

Language                                     
Visa Status
	: August 2, 1984
: Filipino
: Married
: Roman Catholic

: Can able to Write and Speak English fluently. 
: Employment (transferrable)
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