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Rommel                              � HYPERLINK "mailto:Rommel.318515@2freemail.com" �Rommel.318515@2freemail.com� 


Document Controller 


PERSONAL SUMMARY


A Document Controller in the Construction Industry with proven ability to establish and maintain   effective filing and archiving of project documents. Excellent management, communication, organization and interpersonal skills. A good team player and has the ability to work under minimum supervision. 
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AREAS OF EXPERTISE


Document Management��Data Entry��Administrative support��Secretarial Task�


Archiving


Store Keeping


Procurement Support
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Work Experience��Hadeed Emirates Contracting LLC – Abu Dhabi


Senior Document Controller      (Feb 2006– Present) 10 year


Key Responsibility





Document Controlling with the aid of Electronic Management System (Enterprise Reserved Planning –ERP)


Set up/assist document control filing system.


Prepare/issue/track  complete project outgoing documentation such as: correspondence, RFI, IR, MAT submittals, MIR, DWG submittals, NCR, PQ, MOS, Payment certificate, site daily  & HSE report, and other technical documents.


Logging all incoming and outgoing letters, drawing and technical submittals


Registering, stamping and recording of mail before circulation.


Regular periodic backup (electronic copy) of project documents.


Maintaining tracking records of archive documents whenever it is pull out from the archive.


Co-ordinates between Consultant and Contractors for facilitating documents workflow and ensure document status is closed.


Update drawing in accordance with drawing register.


Remind team members and others for “open" status to be closed down.


Assist site office administration.


Archiving contract documents.


Keeping files in tidy condition.


Follow up each individual to return borrowed files on time.


Develop and maintain a continuous improvement program to enhance the document support.


Liaise between the site projects, central office, subcontractor and vendors fore effective communication.


Provide training and guidance to subordinates.


Ensure proper receipt, registry, reports and distribution of project related technical documents, Drawings, Procedure and method of statements from Contractors/sub-contractors and vendors.


Plan and organize the retention, archiving and disposal of technical documents as per the company guidelines.


Monitoring and early identification of problems and facilitation of resolution where necessary.


Remove superseded drawings/technical data and replace with current version from the site team and stamp accordingly.





CAREER STATEMENT 





High level computer literacy and strong skills in documentation in the field of Construction Excellent team player with creative ideas and thoughts for a superior quality. Has the ability to effectively priorities task and manages a full support team for excellent productivity. Can perform consistently under any situations to exceed expectations.


�Rommel Diamante





Project Handled 


Project Name: Electrical Cable Factory - Mussafah, Abu Dhabi


2006 to 2008


Value: 70,000,000.00


Client:  Emirates International Investment





Project name: Industrial Warehouses & Offices Complex- ICAD Musafah


 2008 – 2010


Value: 173,635,000


Client: Abu Dhabi Business Hubb





Project Name: Services Building at Cement Factory


2009-2013


Value: 69,000,000.00


Client: Arkan Building Materials Co. PISC





Project Name: Pharmaceutical Factory – ICA 3, Musafah Abu Dhabi


2013 -2016 


 Value 56,000,000.00


Client: Al Manarah 





Project Name: ICT logistic Park at Mussafah


2014 to present


Value: 175,000,000.00


Client: International Capital Trading





 Education


Bachelor Degree in Food Science and Technology


Polytechnic University of the Philippines – 1990-1994


Basic Computer Programming 


Micro Software Education and Training M/set – Summer 1989


Training


Store Management in the Logistic Chain  


Dubai Institute of Business Management P.O Box 5239 – 2008


Enterprises Reserve Planning ERP /Document/Archive Management


Tasmeem in- House Skill Training Program -2006


Certification


Lead Auditor       


QMS Based on ISO 9001:2008 TUV Middle East 


Certification no    - 2015





                         REFERENCE AVAILABLE UPON REQUEST

















Carried out Document Control procedure as provided by the consultant


In concise sentences describe your strongest job relevant attributes.


In concise sentences describe your strongest job relevant attributes.


In concise sentences des crib your strongest job relevant attributes.


In concise sentences describe your strongest job relevant attributes.


In concise sentences describe your strongest job relevant attributes.


In concise sentences describe your strongest job relevant attributes.


In concise sentences describe your strongest job relevant attributes.


In concise sentences describe your strongest job relevant attributes.�
�



Personal attributes  �


In concise sentences describe your strongest personal attributes. 


In concise sentences describe your strongest personal attributes.


In concise sentences describe your strongest personal attributes.


In concise sentences describe your strongest personal attributes.


In concise sentences describe your strongest personal attributes.


In concise sentences describe your strongest personal attributes.


In concise sentences describe your strongest personal attributes.


In concise sentences describe your strongest personal attributes.�
�
�Professional attributes   �


In concise sentences describe your most professional attributes.


,In concise sentences describe your most professional attributes.


In concise sentences describe your most professional attributes.


In concise sentences describe your most professional attributes.


In concise sentences describe your most professional attributes.


In concise sentences describe your most professional attributes.


In concise sentences describe your most professional attributes.�
�
�ACADEMIC QUALIFICATIONS  ��University name              dates �BSc (Hons)	Clinical Practise  	��College name                  dates �A Levels: �Maths (B)  �English (A) �Physic  (C) �Geography (A)��REFERENCES – Available on request.   





PERSONAL SKILLS


Articulate��Flexible attitude ��Determination ��Perseverance��Attention to detail


Confidence ��Strong leadership skills


Excellent Team player��Work at minimum supervision


��One or two words


�





PROFESSIONAL





Certified QMS Lead Auditor ��Food Serve Safe Certified


�Conversant in ERP application��Well-conversed with MS Excel, MS word, Outlook.��60 word per minute typing speed.�


Conversant to Construction Specification Institute CSI�
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