[image: image1.jpg]


Gulf Job Seeker Executive Level CV No - 1342782
http://www.gulfjobseeker.com/feedback/submit_fb.php 

Mobile: 971505905010 / 971504753686
Objective:
To apply my specialized knowledge, skill, education, toward challenging position where a strong background in my experience.
Quality service and team work to be able to work in a company where I can hone my skills and abilities and to expand and adopt more knowledge in the where I can excel.
Special skills
1. Strong computer skill, including working knowledge of excel MS office and e-mail. 
2. Strong verbal written organizational time management. 
3. Interpersonal and good communication skill. 
4. Current working knowledge of area to which assigned 
5. Inventory management skill 
Achievement
1. Turn over of motor solo run package and lighting package 
2. Preparing of energization motor package 
3. Handover of project dossier. 
4. Covering of managerial and administrative position 
5. Conduct of meeting in management and leadership topic. 
6. Meet the standard of demands of document control in a regulated medical and construction Device. 
7. Promotes health care topic. 
8. Promotion of work 
Job Summary Function - Document Controller / Secretary
14 years of documentation / secretary. Ability to organize work load, managed filling method and management techniques. Ability to coordinates all activities related to the documents control and procedure including technical documents and commercial correspondence.
Involved with the coordination and implementation of office procedures and frequently have responsibility for specific projects and tasks and, in some cases, oversee and supervise the work of junior staff.
Play a supportive role in organisations where they are employed to undertake a variety of administrative and clerical tasks. Both clerical and administrative support to professionals either as part of a team or individually. The role plays a vital part in the administration and smooth-running of businesses throughout industry.
General Duties and Responsibilities:
· Review change control documentation for accuracy and completeness. 
· Covering all documents or standards drawing reference within the EMS. 
· Set up an electronic library system for the management of technical documentation. 
· Develop and maintain document control processes for the efficient management and recording of QMS documentation. 
· Develop electronic filing and archive system and technical library for easy to issuance, storage, retrieval and management of documents to internal and external customers. 
· Maintain proper organization and storage of documents and information. provide full admin support to the team. 
· Coordinates regular review of policies. 
· Serves as subject matter experts on internal and external system audits. 
· Prepare process and status reports applies metrics to analyze and assess efficiencies of current documents control process. 
· Responsible for administering the current policy change control process and will significantly contribute to evaluation alignment and automation processes as part of common effort to standardize operations. 
· Include word processing, audio and copy typing, letter writing, dealing with telephone and email enquiries, 
· Creating and maintaining filing systems, keeping diaries, arranging meetings and appointments and organising travel for staff. 
· Implementing new procedures and administrative systems 
· Organising and servicing meetings (producing agendas and taking minutes) 
· Handling correspondence 
Material Controller / Storekeeper / Stock Controller:
Coordinates the activities of the stock items in warehouse. Assist in establishing current and future need in all areas of supplies. Establish and maintains procedure of determining stock levels and recorder dates.
Supervise staff carries out the receiving, labelling, storing, issuing and delivering of items to the users in accordance with the establish policies and policies and procedure and maintain appropriates record. They collect data using a computerized system, which allows them to track various aspects of inventory. This data is used to calculate products and parts orders, to ensure that the proper amount of inventory is distributed at the right time. Additionally,
Specialists may track defective pieces of inventory, rates of return, rates of purchase, and rates of accuracy, in order to maintain and improve quality control. Also responsible for responding to sales inquiries, filing reports, managing employees, and providing creative solutions to discrepancies.
Material / Stock Controller:
Industrial Project Construction
General Duties and Responsibilities:
· Material controller shall be responsible of all client materials. Prepare the MIS get in authorized by client engineer in charge. Receive the material and store them properly and issue the materials to site receipt of an authorize MRN he shall be in possession of all documents related to client materials including material test certificate and inspection release notes. 
· Direct and managed proper recording of items with corresponding stock location establish proper issuance of materials for all sites issues 
· Under the supervision of a manger, clerks record and maintain inventory lists, 
· Review paperwork and reports, check product codes, process shipping orders, and provide costumer service. 
· Also support their managers by helping with administrative tasks, identifying discrepancies, and coming up solutions to problems. 
Material Stock Controller
Medical Field (Hospital)
General Duties Responsibilities:
· Responsible for the preparation of all document needed for the settlement of cheques and cash money on his custody as per policy and procedure. 
· Assist warehouse staff participating in the development and maintenance of the computerized inventory and stock item requisitioning system working closely with hospital computer department. 
· Implements in conjunction with warehouse the established policy and procedure. In conjunction with the warehouse staff develops and implements just in time. 
· Prepare and issue purchase order to successful vendors according to and purchasing policy and procedure. 
· Securing the status of each supply. 
· Checking possible damages or scratches 
· Responsible in storing, releasing, compiles records of the supply in construction, vessels, department stores or hotels. 
Nursing Assistant:
8 years working of experience in the different filed of nursing like private hospital and community health. Working in operating theater, out patient department and accident & emergency. Perform assigned nursing duties under supervision of the head charge nurse. The focus action is towards the patients well being comfort and privacy.
General Duties and Responsibilities:
· Assist with admissions, transfer and discharge. 
· Take records, vital signs, height and weight of patient. 
· Initiates the nursing care process on all patients upon admission. 
· Recognizes changes inpatients condition and takes appropriates nursing action. 
· Performs nursing techniques for the comfort and well being of the patients. 
· Attend to patients hygiene needs and comfort. 
Work Experience:
June 2014 – October 2014

QA/QC Document Controller Sendan Internation Company
City Saudi Arabia
October 2012 – June 2014
Rabigh Power Plant 11 Project
Material Controller / Storekeeper / Document Controller
Sendan International Company Rabigh, Saudi Arabia
December 2000 - April 2012
Document / Material Controller / Data encoder / Secretary
Al Amoudi Group of Companies United Doctors Hospital Saudi
Arabia
March 1995 - December 2000
Nursing Aide Theater Porter
United Doctors Hospital Saudi Arabia
January 1992- March 1995
Nursing aide Municipal Health Office
Catbalogan City Samar
Personal Information:
Age : 35
Status : Single
Language : Spoken and written in English appear to be good
Religion : Roman Catholic
Education : Graduated of Bachelor of Science in Nursing
Lectures / Seminars Attended:
2014- Marine Safety Sadara PMT Jubail Industrial City KSA
2014- Leadership and Communication Sadara PMT Jubail Industrial City KSA 2014- Heat Stress Sadara PMT Jubail Industrial City KSA
2008- Team Work- United Doctors Hospital K.S.A.
2008- International Patient Safety Goals UDH K.S.A.
2008- Pain Management United Doctors Hospital K.S.A.
2008- FUCOS-PDCA United Doctors Hospital K.S.A.
2007- Hirtz Warming Blanket Model Aquatherm 660 UDH
2007- Medical Records Documentation Standards UDH K.S.A.
2007- Management of Information UDH K.S.A.
2007- Prevention of Anti-Microbial Resistance UDH K.S.A 2007- Standard Precaution UDH K.S.A
2007- Definition of Nosocomial Infection UDH K.S.A.
2006- Strategic Plan UDH K.S.A
1995- Wound Care Program UDH K.S.A
1993- Diet during pregnancy and lactation Philippines
1993- Infant nutrition breastfeeding and diet for preschooler Philippines 1990- Basic Life Support and Cardio Pulmonary Resuscitation Philippines
