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 Mark
Mark.349384@2freemail.com 
 
OBJECTIVE

To effectively apply the knowledge and skills that I gained in the workplace; continually learn and develop my abilities and competencies; communicate well with other people and work with them efficiently as a team.
WORK EXPERIENCE

Estimator



     

2015 August – Present
Mint Gulf FZ LLC
Events & Exhibition Company
International Media Production Zone,
Dubai, UAE

Duties and Responsibilities 
· Providing Sales/Production teams with accurate costing within the deadline, in order to ensure smooth completion of projects.
· Preparing tender and contract documents, including bills of quantities, performing cost control.

· Prepares work to be estimated by gathering proposals, blueprints, specifications and related documents.

· Identifies and calculate the labor, materials, and time requirements by studying proposals, blueprints, specifications, and related documents.

· Computes costs by analyzing labor, material, and time requirements.
· Resolves discrepancies by collecting and analyzing information.

· Presents prepared estimate by assembling and displaying numerical and descriptive information.

· Prepares special reports by collecting, analyzing, and summarizing information and trends.

· Maintains cost data base by entering accurate information and backing up data.

· Contributes to team effort by accomplishing related results as needed.

Sr. Document Controller

     

2015 May – 2015 August

Site Office (Wahat Al Zaweya Project) 

Al Sarh Contracting LLC
Contracting Company
Platinum Tower, Al Nadha 1
Dubai, UAE

Duties and Responsibilities 
· Manage and monitor all incoming/outgoing documents as well as in-house generated document.
· Controls issuance of document numbers, including maintenance of proper document registers for both engineering and construction.

· Maintains specifically assigned project database(s), listing out the documents and documenting the project details.

· Ensures proper document classification, collecting inputs from clients sorting, filing and proper archiving.

· Reviews completeness of documentation and prepares document transmittals. 

· Performs file backup to ensure proper storage and archiving of electronic registers. 
· Gathering information required in new project(s) such as LOA, purchase order, drawings, forms and format (if applicable).
· Submission of documents and creating Transmittal.

· Tracking the pending documents through weekly progress reports

· Notifying the involved party for tacking appropriate action on the pending documents. Manual follow up with the clients internal team to get an expected schedule for all pending document.
Document Controller /

     (Rejoined) 2013 November – 2015 January
Jr. Estimator / Timekeeper   
Head Office (Marble Division) 
FINO INTERNATIONAL LLC

Finishing and Interior Fit-out

Jebel Ali, Industrial Area 1

Dubai, UAE

Duties and Responsibilities 
· Manage and monitor all incoming/outgoing documents as well as in-house generated document.
· Controls issuance of document numbers, including maintenance of proper document registers for both engineering and construction.

· Maintains specifically assigned project database(s), listing out the documents and documenting the project details.
· Ensures proper document classification, collecting inputs from clients sorting, filing and proper archiving.
· Reviews completeness of documentation and prepares document transmittals. 

· Performs file backup to ensure proper storage and archiving of electronic registers. 
· Gathering information required in new project(s) such as LOA, purchase order, drawings, forms and format (if applicable).
· Submission of documents and creating Transmittal.

· Tracking the pending documents through weekly progress reports

· Notifying the involved party for tacking appropriate action on the pending documents. Manual follow up with the clients internal team to get an expected schedule for all pending document.
· Prepares commercial estimates per bid procedure such as sending sales inquiries to the supplier. Prepare suppliers list and follow-up for the coverage.
· Generating scope of works for all trades and assists with pricing and follow-up of drawings and revisions.
· Process RFI’s for estimating and job addendums

· Reviews timesheets, work charts plus timecards for completeness

· Computes total time worked by employees, posts time worked to master timesheet to be submitted to accounts department.
· May calculate time worked or bonus work employees and designated for Time Checking.
· Monitor and locate workers on jobs at various schedules via project and/or attendance wise.
Admin Officer/Purchaser/ Estimator

      2013 May – September 2013
Showroom Office (Qatar)

Dehleez Trading Co.
Trading and Contracting Company
Salwa Road, Doha, Qatar
Duties and Responsibilities 

· Provide administrative services to the HR Manager

· Arranging and confirming appointments and meetings if any.

· Assist all employee problems as they get to work closely with them and they can help them management in getting a great rapport going with them.

· Prepares commercial estimates per bid procedure such as sending sales inquiries to the suppliers
· Assist with pricing and follow-up of drawings and revisions
· Provides value engineering services

· Assist Estimator in generating scope of works for all trades

· Process RFI’s for estimating and job addendums

· Prepare suppliers list and follow-up for the coverage

· Coordinating between all the various departments and personnel’s.
· Implement and monitor support services, procurement of supplies, transportation, office equipments, machines or properties to office, travel and further local utilities and service requirements.

· Administered management information and general administration issues and practices.

· Composed correspondence, memorandum, quotation and proposal.
· Administered and maintaining records for all office transactions and pertinent documents.
· Ensure rules and procedures in place regarding working hours, lunch, office closure and communications about security

· Manage supply chain and resource requirements. 

· Works with management and others to develop and implement operating policies and procedures.
· Receive, direct and relay telephone messages and fax messages
· Monitored daily attendance summary of all employees and updated the Sick leave and Vacation leave of all regular employee  and maintained employees' 201 file 
· Handling and Managing Personal and Corporate Ticket and Hotel Reservations
· Liaising with all the employees for every departments

Document Controller / Jr. Estimator     

     2007 August – 2013 April
Head Office (Marble Division)
FINO INTERNATIONAL LLC

Finishing and Interior Fit-out

Jebel Ali, Industrial Area 1

Dubai, UAE

Duties and Responsibilities 

· Coordinate all activities related to the Document Control procedure, including technical documents, drawings, and commercial correspondence. 
· Input document data into the standard registers ensuring that the information is accurate and up to date. 
· Generate the various document control reports as required. 
· Typing of site documents, and follow up of all the site needs 
· Makes sure that controlled copies of latest approved documents and drawings are given to the appropriate staff, subcontractors and suppliers as applicable 
· Maintain updated records of all approved documents and drawings and their distribution clearly 
· Maintain the documents and drawings in the Document Control office under safe custody without any damage or deterioration with easy traceability. 
· Maintain the files and control logs as required by the project. 
· Prepares commercial estimates per bid procedure such as sending sales inquiries to the suppliers

· Assist with pricing and follow-up of drawings and revisions

· Provides value engineering services

· Generating scope of works for all trades

· Process RFI’s for estimating and job addendums

· Prepare suppliers list and follow-up for the coverage
HANDLED PROJECTS

· Project Name

:
Crowne Plaza Project – Doha, Qatar 

Client 


: 
Sh. Mohammed Bin Hamad Al Thani 

Main Contractor
:
REDCO Construction Almana 
Consultant

:
Arab Engineering Bureau  
· Project Name

:
Silhouette Tower Intercontinental Hotel-Qatar 

Client 


: 
Qatar Islamic Bank 

Main Contractor
:
REDCO Construction Lamna

· Project Name

:
Burj Khalifa Tower 

Client 


: 
Emaar Properties Inc.

Main Contractor
:
S.B.A. JV

· Project Name

:
Sheikh Zayed Desert Learning School – Al Ain
Client


:
Al Ain Wild Life Park and Resort

Main Contractor
:
ED Zublin AG
· Project Name

:
Ministry of Interior – Abu Dhabi

Client


:
Ministry of Interior – Abu Dhabi


Main Contractor
:
Fino International LLC
· Project Name

:
Park Hyatt Abu Dhabi Hotel – Saadiyat Island

Client


:
Abu Dhabi National Hotel Hospitality
Main Contractor
:
ALEC Building Excellence
QUALIFICATIONS
· Basic Knowledge in Web Page Programming using ADOBE DREAMWEAVER, NOTEPAD AND WAMP.
· Basic Knowledge in Computer Programming using various programming languages such as VISUAL BASIC 6, C LANGUAGE, C++.
· Knowledge in Sound Editing (CEP, ADOBE AUDITION AND AUDACITY)

· Proficient in Microsoft Office applications and Aconex (PARTICULARLY WORD, EXCEL, AND PICTURE MANAGER)

· Basic Knowledge in  PICTURE EDITING PROGRAMS (PHOTOSHOP, COREL DRAW AND ILLUSTRATOR)
· Communication skills English/Tagalog

EDUCATIONAL BACKGROUND
Bachelor of Science in Computer Science 

Major in Associate in Computer Technician

System Technology Institute (STI), Philippines

Yr. 2005-2007

SOFTWARE SKILLS:

Adobe Photoshop

MySQL



CEP

Adobe Lightroom

Adobe Premiere


Adobe Aftereffects
Dreamweaver

phpMyAdmin



HTML
PHP



Adobe Illustrator


Corel Draw 

Notepad++


Adobe Audition


Notepad

Image Ready 


CMS – Joomla & Wordpress

WAMP
PERSONAL BACKGROUND

Date of Birth

:
September 21, 1988
Gender

:
Male
Religion

: 
Roman Catholic

Nationality

:   
 Filipino

Visa


:
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