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JONIEL 

JONIEL.360344@2freemail.com   
 
Summary:
A highly component, motivated and enthusiastic document controller with over 7 yrs. of experience with a proven ability to maintain and organize the filling and archiving system for paper documents, electronic documents, loading and uploading documents and files in accordance with company code and standards, knowledge of electronic data management system like Smart Plant Foundation and 2 yrs. experience of time keeper in refurbishment oil rig. 
Key Skills:
· Knowledge of working with Procedures of an ISO Certified Company
· Skill to maintain a systematic and organized computerized system of Document Controlling

· Capability to organize, prioritize and multi task as per the requirements
· Knowledge at using data management software like SPF, SAP or Mariner, MS office outlook and MS office tools

· Ability to study data carefully to detect mistakes and errors within the documents
· Capacity to work under pressure, as per the deadlines and pre-committed schedule

· Willingness to work longer hours and to work under pressure as per the deadlines and schedules

Highlights:

· Microsoft Office proficiency

· Excel spreadsheets

· Time management

· Results-oriented

· Meticulous attention to detail

· Dedicated team player

· Report development

· Detailed meeting minutes

Working History
Position 

:

Document Controller
Company

:

Drydocks World - Dubai





Dubai, UAE Tel: +9714-3450626

Date


:

September 17, 2015 up to present 

Department

:

Quality Control

Project

:

Pile Cluster & Flotation Tank - KVAERNER OIL &

GAS - (Norway)

Duties and Responsibilities:

· Preparation of project documentation final dossier like assembly drawings, mapping drawings, nesting drawing, weld traceability record, material traceability record, certificates and NDT reports etc. sorting, filling, create separator, index, side label and front page.
· Create weekly report for quality inspectors performance also visual and NDT statistic
· Must ensure the complete safety of documents and arrange proper place / filling cabinets to keep documents. All movement to these documents must be recorded properly.

· Keep filling of internal documents like quality observation, weld assessment, inspection report, fit-up & visual report etc. for the internal audit.
· Updating material inspection and visual inspection report
· Create request for inspection for the client.

· Responsible for updating document tracking system, validating and reporting on document review progress.

· Checking weld traceability record and material traceability record if any mistake or error updates of date and report number to be amend.
· Initial composition work for system documentation amendment, in preparation for distribution

· Creating and modifying documents using Microsoft Office or PDF writer

· Scan and bookmark the final document for final dossier.

· Perform other jobs related to duties assigned by the section head.
Accomplishments:
· JSRP Johan Sverdrup Riser Platform
· JSDP Johan Sverdrup Drilling Platform
Position


:

Administrative cum Document controller
Date


:

October 27, 2011 up to August 13, 2015
Company

:

Emirates Aluminum (EMAL) at Abu Dhabi

Department

:

Engineering

Duties and Responsibilities:
· Prepare Microsoft excel metadata for project Vendor documents for all type of engineering, administration and technical documents like PCEP, CEP, Site Instructions, Site job order, CCA etc. for loading into Smart Plant Foundation (SPF) for phase 1 and phase 2.

· Have the knowledge of loading all types of engineering documents and drawings into Smart Plant Foundation (SPF).

· Checking errors documents file name as per company code and standards before make metadata for loading into SPF. 

· All project and technical, vendor, admin documents are securely stored and filed in a retrievable manner after load the documents into SPF
· Maintain Project Central Filing System & maintenance of reference register.

· Assisting to engineers/senior document controller for any type of work including updating of register reports, filing, binding, scanning, burning CDs and renaming of files for EMAL projects phase 1 and phase 2
Position 

:

Time Keeper cum Document Controller
Company

:

Lamprell Energy Ltd. 





Sharjah, UAE Tel: +9716-5282323

Date


:

July 6, 2008 up to October 26, 2011
Department

:

Marine Refurbishment Rig
Duties and Responsibilities:
· Encode daily manpower & ensure that man-hours are tallied to the system provided

· Collect all attendance report from the project foreman to assigned project and encoded to the (BOSS) M.I.S system

· Assist & Report all data to the Project cost controller 

· Daily monitor timesheet report of the workers

· Monitor daily total man power, report in to my superior

· Properly monitor time in material jobs direct charge to the client.

· Prepare and arrange port gate pass, vacation, sick leave and others to the workforce to the assigned project

· Actual checking of job missing report from the project

· Any works assigned by senior timekeeper

Time Keeping Work History Rig Refurbishment at MIS (Lamprell)
· FGM Mc. Clintock Rig

· Hercules Whale Shark Rig

· Hercules Amber Jack Rig

· Saudi Aramco Rig

· Jack-Up Rig KS Endeavor
· Rig Al Bzoom (National Drilling Company)
EDUCATIONAL BACKGROUND
High School

:

E. Ramos National High School





Damosa, Davao City
Year Graduated

:

2000

Vocational

:

Korea-Philippines Vocational Training Center





TESDA XI, Davao city.

Course


:

Welding & Pipefitting

Year Graduated

:

2006
Training

:

Filipino Association for Computer Excellence                    





(FACE)
Training course
:


ICDL advance (International Computer Driving License)
· MS word

· MS Excel

· MS Power point

· Data Base

Additional Information
Gender


:

Male

Civil Status

:

Married




Nationality

:

Filipino

Visa Status

:

Residence Visa

Language Spoken
:

English, Tagalog

All data written are true up to the best of my knowledge, and I am looking forward to be a part of your good company the soonest possible time
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