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RUSSELL
RUSSELL.295563@2freemail.com 
WORKEXPERIENCE:
Document Controller / Project Coordinator    15 February2014 – 10 May2016
Tents Co. LLC – Dubai, UAE

Key Responsibilities:

· listing out the documents and documenting the project details
· submission of documents and creating transmittal
· tracking of pending documents
· notifying the involved party to take appropriate action on the pending documents
· manual follow up with the client’s internal team to get an expected schedule for all pending documents
· 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’s 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.
· Ad hoc duties as required to assist the project team.
OperationsandHR Manager
2 July2012 – 3May2013
AnchetaRetailandTradingCompany
BaguioCity, Philippines
KeyResponsibilities:
· managingcompanyvehicles(fromacquisition,toservicing,processingofpaperworks, etc..)
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processingofallemployee’s government-mandatedbenefits (namely:SSS, PhilHealth, PAGIBIG, andTIN)
· respondingto bothclient’sand staff’sconcerns
· supervisingpurchase,inventory,and deliveryof companyorders(stocks, equipment,etc..)
HROfficer                                                                    10 November 2010 – 30June2012
MonolInternationalEducationInstitute
BaguioCity, Philippines
KeyResponsibilities:
· screeningof applicants(postingofjob vacancies,conductinginterviews,and test administrationandinterpretation)
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processingofallemployee’s government-mandatedbenefits(namely:SSS, PhilHealth, PAGIBIG, andTIN)
· conducting and assistinginthetrainingofnewly-hiredemployees
Psychometrician
September2009 – January2010
SaintLouisUniversity BaguioCity, Philippines KeyResponsibility:
· testadministrationand interpretationof resultsusingstatisticaldata
EDUCATIONALATTAINMENT:
2005-2009BachelorofSciencein Psychology
SaintLouisUniversity–BaguioCity, Philippines
SKILLS:
•
Knowledgeof MSOFFICEapplications

(MS Word, MSExcel, MSPowerPoint,MSOutlook)
•
Basic knowledge of Peachtree
Availability

: 
Immediate (with NOC)
Visa


:
Visit Visa
Expected Salary 
: 
AED 6,000+(negotiable depending on benefits)
CHARACTER REFERENCE:
(Available upon request)






