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KEO 
DOCUMENT CONTROLLER
	Motivated and highly professional Document Management with 6+ years of experience in Storage Tank, Oil Refinery, Power Plant, Gas to Liquid Refinery and Construction. A conscientious and hard working role player and team leader seeking to leverage my skills in the Senior Document Controller. 
	Personal Info


	WORK EXPERIENCE
	

	2013-03 - 

2017-08
Main Office

Fujairah, UAE

Mirfa IWPP

Abu Dhabi, UAE
	Document controller

Lima Heavy Industries LLC / Lima Contracting LLC

· Maintain a tracking facility to enable documents to be updated easily.

· Responsible for the orderly recording and keeping of physical and electronic documents, including distributing new documents and discarding obsolete records.

· Managed Incoming / Outgoing Transmittal including Drawings, Procedure, Letter and Others documents on all projects.

· Updating VPIS including Drawings, Procedures, and Calculation Drawing.

· Ensure competent quality execution of all regular purchasing duties and administrative works.

· Maintain complete updated purchasing records/data and pricing in the system.

· Coordinate with departments and suppliers in the purchasing scope of work for projects assigned. Assist in managing and following up overseas orders.

· Coordinate with suppliers to ensure on-time delivery.

· Responsible for the preparation and process purchase orders and documents for materials, equipments and equipment calibration in accordance with company policies and procedures.

· Monitor and co-ordinate deliveries of items between suppliers to ensure that all items are delivered to site/store on time.

· Purchase and issue order in accordance to specification.
	E-mail

Keo.295980@2freemail.com 
Qualification
- ACONEX Records Management Software
- Experienced in Field Document Management for Quality Assurance of Material Delivery & Handling and Structural Erection Progress
- Procurement  / Purchasing
- Data organization and storage knowledge
- Computer Hardware / Software Management
- Knowledge in QC ISO Drawings 
- Proficient in MS Office (Excel, Power point, Word, & Etc..)

	2011-06 - 

2012-08
RRE # 2

Al Ruwais,

Abu Dhabi, UAE
	Document controller

GS Engineering & Construction (KUKJE PLANT. CO.LTD)
· Maintain, control all oversee documentation records including Piping, Steel Structure and Mechanical.

· Handle project correspondence, manage online document systems and maintain, update and review document records.

· Conduct relevant verification/checking and resolve issues arising in documents such as drawings, submittals, technical proposals that may be required by Client/Consultant and submit relevant detailed report

· Ensure the integrity of digital files downloaded from server/email by counter checking all files. E.g. Drawings, documents, datasheet and specification.

· Coordinate and resolve problems arising in different field such as drawings and documents to be missing or damaged to designate authorize personnel. 

· Receiving Transmittal, Letter, Field Instruction Report and Others Technical Documents through mail for proper dissemination and filing.
	Languages

English
Tagalog


	2011-01 -

2011-03

(Early Repatriation due to Civil War)
Al-Khalij Power Plant

Sirte, Libya
	Field Document Controller / QC Steel Structure Erection Checker

Sejong Corporation
· Verification of material number of steel structure, grating, and handrails to ISO Drawings.

· Analyzing of the basic structural components of a boiler.

· Daily update of progress completion and calculation of remaining balance and given to immediate superior for review and approval.

· Daily updates of install materials and uninstall materials.

· Checking and make report of bolting and bolt tightening. 

· Checking all materials by tier and by elevation, if there’s any problem or mismatches of steel structure, grating, and bolt hole for NCR report.
	

	2008-11 -
2009-11
Shell GTL

Ras Laffan Industrial City, Qatar
	Field Document Controller (Spool Verifier)
Hyundai Heavy Industries
· Received material reports from spool controllers for data input to raise RFI (Request for Inspection).  Materials such as fabricated spools, straight pipes, supports and piping components for blasting and painting.

· Updating Pipe Support Drawings Database and Hardcopy per area wise. Downloading Pipe support check sheet from email and update the database.

· Verification of pipe support, line numbers, material class, painting code and others related to QC-ISO Drawings. 

· Coordinate with spool controllers and conduct actual inspection at site for verification process of material punch no. 

· Received orders from QC Supervisors and Production Supervisors for Planned production and scheduled inspection in preparation of Painting Reports to be submitted to Client Inspector.

· Update progress billings on a daily basis and create summarization for monthly submission to the CLIENT for payment progress billing.

· Coordinate with Painting Engineers for clarification of QC-ISO Drawings and correct painting system to be applied to materials and to be recorded to RFI.

· Daily update of progress completion and calculation of remaining balance.
· Update, link Document Control Sheet to be considered as (EDMS) Electronic Database Management System) for processing and Handling of Project Documents.
	

	2007-10 - 
2008-01
	Computer Technician

LACMMI

· Develops methods & techniques in handling customer requirements and computer units to ensure quality of work

· Diagnose, troubleshoots computer units.   Downloads and installs software. 

· Upgrades Computer units and Software. Structure Cabling, Crimping & Testing of CAT 5 Cable for Network Connection.
	

	2006-12 -
2007-02
	Computer Technician
JAVANET INTERNET CAFE

· Software and hardware technical support for customers and company equipment.  Assists customers’ requirements and control facility in accordance with Javanet's policies and procedures.

· Develops methods & techniques in handling customer requirements and computer units to ensure quality of work. 

· Types Documents using “Microsoft Word” and “Microsoft Excel”.
	

	EDUCATION
	

	2003 - 2005

2005 - 2007
	BS in Civil Engineering (Undergraduate)

Columban College, Philippines

Computer & Data Technician  

Aura College, Philippines
	

	CERTIFICATES
	

	2015-01 ~ 02

2011-09-18
2009-10-24

2009-10-22

2009-10-19

2009-10-18

2009-10-17

2009-10-14

2008-10-25
	ACONEX for Document Management (KARAMA INSTITUTE Dubai)

SUPERVISING IIF IN ACTION WORKSHOP (RRE 2 Project Al Ruwais, UAE)

NON-DESTRUCTIVE EXAMINATION (GTL Training Centre Ras Laffan, Qatar)
WORKING AT HEIGHT CBT (GTL Training Centre Ras Laffan, Qatar)
LIFTING & RIGGING AWARENES (GTL Training Centre Ras Laffan, Qatar)
CONFINED SPACE ENTRY (GTL Training Centre Ras Laffan, Qatar)
HAZARD IDENTIFICATION (GTL Training Centre Ras Laffan, Qatar)
HAND SAFETY & MANUAL HANDLING (GTL Training Centre Ras Laffan, Qatar)

HSSE TRAINING AT HOMELAND (Dian St. Makati City, Philippines)
	









