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GRAZIELA 
Position Preferred :

· Document Controller
· Administrative Jobs
Email:  graziela.169034@2freemail.com 
_________________________________
PERSONAL DATA:
· Nationality       : Filipino
· Language         : English,  
·                            Filipino,   
                           Cebuano
· Visa Status       : Employment                         Residence
_________________________________
EDUCATIONAL BACKGROUND:
Graduate Course:

Bachelor of Secondary Education
Bukidnon State University
_________________________________
COMPUTER SKILLS:

· Microsoft Office Package:   (Word™,Excel™,PowerPoint™ and Outlook™)
· Windows™: ( 7™ and XP™)
· Internet Navigation and E-mail
   
	CURRICULUM  VITAE

Career Objective:
To pursue a highly rewarding career, seeking for a job in challenging and healthy work environment where I can utilize my skills, work experience and knowledge efficiently for organizational growth.
Career Summary:
· Motivated and results driven experience in Administrative Jobs 
· Skilled in numerous computer softwares including Document Tracking System, Wrench, ERP, MPS System, Aconex .

Work Experience:                            

Company          : HLG Contracting LLC 

Date Employed : June 15, 2008  - Present

Desihnations    : Secretary, Document Controller, 
                             Insurance Clerk

Projects             : A.  Sharjah City Centre Expansion and 
                                    Refurbishment  Sharjah UAE.
                        B. Bay Views Hotel Project, Dubai UAE
                              C.  Human Resource and Administration 

                              D. Iris Bay Project, Dubai UAE

DUTIES AND RESPONSIBILITIES  

  Secretary: 

· Answer telephone, screen and direct calls
· Take and relay messages, provide information to callers,  
· Direct persons to correct destination,deal with queries  
      from the customers, 
· Ensure knowledge of staff movements in and out of 
      organization
· Monitor visitor access and maintain security awareness, 
· Prepare correspondence, receive and sort mail and 
     deliveries.
· Receive incoming documents, take note of schedule  
      appointments  
· Organize conference and meeting room bookings
· Arrange the minutes of meeting,monitor and maintain 
     office supplies.
· Maintain appointment diary of Project Director, Schedule 
     Maintain and update database of all records and  

     documents. 


	          PASSPORT DETAILS:

          Passport No. P1083952A
          Date of Issue: 03-12-2016
          Date of Expiry:02-12-2017
          Place of Issue: PCG Dubai
CHARACTER REFERENCES:

             Available upon request


	Document Controller:
· Attend calls and emailsChecking quality of documents.

· Setting up project filling systems with standard procedure

· 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

· Receive and verify incoming documents, check the accuracy  

     of the transmittal notice (document  title, number, revision,   

     compliance with the standard template) and record the 
     information in the document register 

· Notify the Engineering Manager for the proper identification of  
     the respective internal and external recipients for all incoming  

     documentation, make clear and legible copies and issue as  

     required with the requisite transmittal notice.
· Perform the routing of drawings/documents through a 
      predefined workflow.
· To maintain and archive hard and soft copies of all technical 
     and non-technical documents, contract, post-contract  

     drawings, shop drawings, as-built drawings in order to comply 
     with HLG’s standards on project documentation

. Insurance Clerk:

· Responsible for assisting of the employees and their dependents application (addition/ cancellation) of medical insurance. 

· Attending all incoming calls/ emails and provides information required if necessary.

· Collecting of required documents to the employee and their dependents  such as passport, photos, EID and residence visa. 

· Arrange to issue duplicate insurance cards when the original is lost.

· Carry out corrections in the insurance cards as and when necessary and arrange change of insurance packages as applicable.

· Verify the status of employees and change the insurance scheme where necessary.

· Coordinate with the insurance provider, sites & locations and payroll section. 

· Attend the queries from Medical Coordinator and employees concerning medical insurance cover and medical. Reimbursement. 




	
	· Follow up the processing with insurance companies.

· Coordinate with the accounts section and process the invoices and credit notes related with the medical insurance of employees.

· Support the medical insurance renewal process with updated active staff list and communicate issues regarding renewals, cancellation etc, updation of ERP

· Process the reimbursement of claims of employees. 

Company         : City Line Cargo LLC , Karama Duabi UAE
Duration          : January 2008 – May 2008 

Coordinator:

· Arrange shipment schedules for the loading of customer’s cargo.
·  Keep the manager updated at all times on company status and related issues as well as customer’s satisfaction issues.
· Prepare dispatch for the cargo’s pick-up and delivery. 
· Attend calls, emails and makes appointments to the customers. 
· Ensure the timely submission of all required reports. 
· Resolve customer complaints. Inform customers the date and time of departure and arrival of the shipment. 
· Monitor daily cargo’s pick-up and deliveries. 
· Account cargo’s daily sales. Monitoring of inventory, 
· handling of supplies, works and services.



     I hereby certify that the above information is true and correct to the best of my knowledge and belief.
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