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Murel 

       (Senior Document Controller)
E-mail: Murel.205485@2freemail.com 

  Address: Dubai, UAE

Over 10 years experience in Office Administration and Documentation
Work experience Mainly in Real Estate Development Industry and Construction as an Admin and Technical Support /Document Controller / Project Coordination.  
Trained under International Standard in Documentation
Able to create a Document Management System / Procedure
EDMS – Electronic Document Management System using SHAREPOINT

Employment History:
· AZIZI Developments    



        Nov. 13,  2016  –  Present      
Dubai, UAE
 Position: Document Controller / Admin Assistant with Contracts Department

  Duties & Responsibilities includes:

· Generate SPA (Sales and Purchase Agreement). Printing, Binding etc. 

· Uploading of Documents into EPMS (Electronic Document Management System)

· Tracking of all Documents 

· Filing and Safe keeping of Confidential Documents.

· Providing assistance with the request of Documents. 

· Handling of Stationary and Maintaining the Printers (Toners). 

· Providing overall assistance to Directors / Managers.
· DAMAC  Holdings    



        January 5,  2014  –  Nov.12, 2016      
Dubai, UAE

 Currently involved in AKOYA  Project – The Beverly Hills of  Dubai – it’s a Golf Course            Community, with Villas, Apartments, Serviced Apartments with in a 18 Holes Golf  Course with 5 star facilities including Golf Driving Range and Clubhouse.
  Position: Document Controller

  Duties & Responsibilities includes:

· Receiving all the incoming documents / drawings / submittals / material samples / reports etc.

· Examines documents to verify completeness and accuracy of data. Confers with document originators to resolve discrepancies and compiles required changes to documents. 

· To ensure incoming & outgoing documents are distributed to personnel concerned. To liaise with internal and external parties or departments to ensure that control and filing procedures are maintained for all documents.

· Overall supervision of Hard and Soft copy which includes Uploading and Downloading/ distribution of File using ( Sharepoint) Electronic Management System.
· Maintain related files. May prepare requests for reproduction of documents for distribution. 

· To maintain the filing system according to the Company’s procedure/standard. Maintain a soft copy of file index for easy reference in a proper location/storage.

· To provide a day to day assistance to senior managers on project task.
· SAMA DUBAI:  (a member of Dubai Holdings) October  2006  – March 2009 (Closed)
  Dubai, U.A.E. 
  Project: Dubai Towers Doha Project - Qatar ( High Rise Residential (84 floors) with       

  Serviced Apartments in the heart of Doha ) 

  Position: Document Controller
  Duties & Responsibilities includes:

· Assists in development and implementation of computer based project document management system, create a standard format / template for Memo, Letter, Transmittals and other forms to be used by the company.

· Compiles and maintains control records and related files, prints, drawings and department documents.
· Examines documents to verify completeness and accuracy of data. Confers with document originators to resolve discrepancies and compiles required changes to documents.

· To maintain the filing system according to the Company’s procedure/standard. Maintain a soft copy of file index for easy reference in a proper location/storage.

· To ensure incoming & outgoing documents are distributed to personnel concerned. To liaise with internal and external parties or departments to ensure that control and filing procedures are maintained for all documents.

· Key personnel in Preparing the Business Plan for the Project.

· To provide a day to day assistance to senior managers on project task.
· Al FUTTAIM CARILION:                              March 2005 – October 2006
 (Contractor)
Project: Dubai Festival City (a city with in the city)

Dubai, U.A.E.        

Position: Technical Document Controller

Duties & Responsibilities includes:

· Receiving all the incoming documents / drawings / submittals / material samples / reports etc.
· Examines documents to verify completeness and accuracy of data. Confers with document originators to resolve discrepancies and compiles required changes to documents. 

· To ensure incoming & outgoing documents are distributed to personnel concerned. To liaise with internal and external parties or departments to ensure that control and filing procedures are maintained for all documents.

· Overall supervision of Hard and Soft copy which includes Uploading and Downloading File using (FTP) File Transfer Protocol.

· Maintain related files. May prepare requests for reproduction of documents. 

· To maintain the filing system according to the Company’s procedure/standard. Maintain a soft copy of file index for easy reference in a proper location/storage.

· To provide a day to day assistance to senior managers on project task.

· Al Futtaim Investments:                                   February 2002 – March 2005

Project: Dubai Festival City (a city within the city)
Dubai, U.A.E. 
– A Community with Villas, Apartments, Serviced Apartments with a 18 Holes Golf  Course with 5 star facilities including Golf Driving Range and Clubhouse, Shopping Malls, Hotels, Schools, Theme Parks with canal and overviewing the creek. That’s why it was called City within the city.
Position: Document Controller
Duties & Responsibilities includes:

· Receiving all the incoming documents / drawings etc…

· Examines documents to verify completeness and accuracy of data. Confers with document originators to resolve discrepancies and compiles required changes to documents. 

· To ensure incoming & outgoing documents are distributed to personnel concerned. To liaise with internal and external parties or departments to ensure that control and filing procedures are maintained for all documents.

· Maintain related files. May prepare requests for reproduction and distribution of documents. 

· To maintain the filing system according to the Company’s procedure/standard. Maintain a soft copy of file index for easy reference in a proper location/storage.

· To provide a day to day assistance to senior managers on project task.
PERSONAL INFORMATION:

Nationality


:
Filipino
Civil Status


:
Single

Languages Spoken

:
English /Tagalog


EDUCATIONAL BACKGROUND:

College



: 
Don Bosco Technical College






(Instrumentation Technology – 3 years course)

Short Course


:
Microsoft Office Application, HTML


High School


:
San Sebastian College
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