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Carolyn
Carolyn.364845@2freemail.com 

Career Objective 

-To cultivate my talent and skills in data handling, managing and dealing/administering group of professionals competently. 

Personal Information

Birth Date: 4 August 1978 

Gender: Female 

Nationality: Philippines 

Professional Experience 
Total Working Experience:

16 years in Documentation Management  / 4 years in Aviation Industry
4 years in Aviation Industry

6 years in Construction Industry

3 years in Manufacturing/ Fashion/ Retailer Industry
3 years in Education, Training, and Library Industry
Notice of Period


Can join Immediately
Feb 19,2017- Present

Aircraft Technical Records and Publication Controller 

Rotana Jet Aviation
Abu Dhabi, United Arab Emirates 

Company Industry: Aviation / Air Charter 

Department: CAMO Department 

Reports to Sr. Planning Engineer / Technical Services Supervisor [image: image2.png]



· Maintain good order of maintenance records in paper and digital form;

· Distribute maintenance records to interested parties;

· Review status of particular maintenance tasks as required by the Senior Maintenance and Planning Engineer;

· Issue aircraft or engine status lists using the features of the airworthiness management software

· Prepare job cards and issue work orders for individual maintenance tasks;

· Prepare simple work packages(campsystem)

 Ensuring that the technical documentation in the Library is current and 
Adequate. 

Responsible for the proper control of the library including the revision status 
of publications and documents held in the library. 

Responsible for liaising with the contracted maintenance provider to ensure 
all maintenance persons have access to up-to-date continuing airworthiness 

data. 

Ensuring all maintenance personnel are advised of revisions and revisions to 
technical data. 

Monitoring FAA, EASA for new or revised AD's on daily basis 
Establishing and maintaining a system of distribution and acknowledgement of Technical publications from the OEM (SB, SIL...) or AD's from the relevant

authorities. 

April 27, 2014- Jan 30, 2017

Quality and Safety Administrator / Document Controller
Unique Air FZE
Sharjah, United Arab Emirates 

Company Industry: Aviation / Air Charter 

Department: Quality and Safety Department 

· Documentation Management and Control System administration;

· Administration of Web based Library for the company

· Assignment of the Reference numbers for the manual / procedure /form

· Registration, labeling, distribution and archiving of documents, manuals and electronic media

· Ensuring the availability and validility of the documents

· Administration of Company Manuals, Forms and Procedures

· Control the status of revision

· Checking and distribution of documents through Web-based library as per distribution list

· Identification and retention of background or source references as history

· Identification, update, distribution and retention of documents of External Origin

· Obsolete documents are to be disposed, except the master copy that will be retained
· Quality Assurance Internal Authorizations administration;

-  Controlled and monitored the validity of Authorizations

-  At the time of renewal of Authorization, Preparation of Personnel relevant/applicable license and continuation training
· Incoming and outgoing mail for the Quality and Safety Department administration;

· Audit database administration (with auditors);

· Quality and SMS records administration
· Preparation of Presentation and Data consolidation to be presented to BOD
· Prepare documentations required at General Civil Aviation Authorities like

AOC / COR / COA /ARC 
Professional Contribution to Unique Air FZE Company

· Creator of Audit Module using MS Access and accepted by General 

Civil Aviation Authority

· Creator of Inspection Module using MS Access and accepted by 

General Civil Aviation Authority

· Creator of Employee Records Data Base using MS Access

· Creator of Certificates and Contracts Monitoring Data Base using MS Access

January 2013 – April 24, 2014

Aircraft Technical Library and Publication Controller 

Global Jet FZCO 

Dubai/Sharjah, United Arab Emirates 

Company Industry: Aviation / Air Charter 

Department: CAMO Department 

Reports to Sr. Planning Engineer / Technical Services Supervisor 
· Maintain good order of maintenance records in paper and digital form;

· Distribute maintenance records to interested parties;

· Review status of particular maintenance tasks as required by the Senior Maintenance and Planning Engineer;

· Issue aircraft or engine status lists using the features of the airworthiness management software

· Prepare job cards and issue work orders for individual maintenance tasks;

· Prepare simple work packages(campsystem)

 Ensuring that the technical documentation in Global Jets Library is current and 
Adequate. 

Responsible for the proper control of the library including the revision status 
of publications and documents held in the library. 

Responsible for liaising with the contracted maintenance provider to ensure 
all maintenance persons have access to up-to-date continuing airworthiness 

data. 

Ensuring all maintenance personnel are advised of revisions and revisions to 
technical data. 

Monitoring FAA, EASA for new or revised AD's on daily basis 
Establishing and maintaining a system of distribution and acknowledgement of Technical publications from the OEM (SB, SIL...) or AD's from the relevant

authorities. 

Maintaining all aircraft records, both hard and soft copies. 
Controlling the distribution of all company publications. 
Maintaining all documents on-board Global Jet aircraft to ensure they are 
available and current. 

Ensuring that all subscriptions with the OEM's are valid and expiry dates are 
controlled 

Q-Pulse Administrator / MyBoeingfleet.com GJ Focal Admin 

Global Jet FZCO 

Administering and controlling the distribution of all company publications. 
Maintaining all documents on-board Global Jet aircraft to ensure they are 
available and current. 

April 2012 – January 2013 System and Data Analyst / Procurement 

ARABIAN TEA HOUSE /Al Rais Enterprises LLC 

Dubai, United Arab Emirates 

Company Industry: Trading/Retail 

Department: Administration 

Procurement, costing and pricing analysis for Arabian Tea House and 
Restaurant (ATH) with a major product of teas from other country. 

In-charge in setting up the New Dynamic System to be controlled at the 
Head Quarters Server; 

Coordinates and setting up the New Dynamic Website with online Shopping
of Teas. 

Participated and Organized our Trade Fair Show at Private Label Middle 
East 2012(PLME) and International Coffee & Tea Festival 2012(ICTF) 

May 2009 – March 2012 System Administrator and Sales Assistant

SIG - Al Motahajiba, Main Office 

Doha, Qatar 

Company Industry: Manufacturing/ Fashion/ Retailer 

Department: Sales / IT Dept 

Responsible in coordinating with all the 22 branches and 16 franchise 
stores in terms of discount files, sales and targets monitoring. 

In-charge in monitoring of daily operation (it includes preparation of sales 
reports, computation of shop staffs bonus and internal / external 

correspondence). 

I was promoted as a System Administrator from June 2010 on-wards and 
assigned to give training to all the Staffs in the Doha Branches in using 

Microsoft Retail Management System Software, that’s includes the 

Manager‘s Client and the POS Client. 

January 2007 – March 28, 2009 Site Admin cum Document Controller 

Japan-Turkey Metro Train Project, DURL Under Obayashi Co. 

Dubai, United Arab Emirates 

Company Industry: Construction 

Department: Administration 

Monitoring the site office and daily operation 
Processing of Requisition Order from the construction site and preparation 
of office inventory reports 

Collecting of payments of Employee’s Company Mobile Bills, Time Sheets. 
Acts as coordinator of HR to the main office in terms of recruitment. 
Handling important file like construction NOCs (No Objection Certificate) of 
all authorities’ and re-validation. 

Controlling all Official communication and posting on our online system 
Aconex.
May 2006 - August 2007 System Analyst and Programmer 

St. Bridget College 

Batangas City, Philippines 

Company Industry: Education, Training, and Library 

Department: IT Dept 

I was hired as System Analyst and Dbase Programmer. 
Analyzing the current system and converting to Computerized system of 
their Elementary and High School Registrar Office (Grading System, Library 

System and Inventory) and their Accounting Department (Employees Dbase 

System) using Visual Basic and MS Access. 

June 2003 - April 2005 Clerk 1- Assistant to the School Registrar 

St. Bridget College 

Batangas City, Philippines 

Company Industry: Education, Training, and Library 

Department: Administration 

From June 2003 to April 2005, I was employed as Assistant to the School 
Registrar of Elementary Department. My primary job is to update and file 

student records systematically. 

Answering phone calls concerning to student records. 
May 2000 - February 2003: General Clerk/Liaison Officer 

MSAT Konstruct 

Batangas City, Philippines 

Company Industry: Construction 

Job Role/Department: Administration 

I was assigned the usual tasks of filing and sorting field office records & 
plans and setting appointments for my superiors. 

I also assisted the company engineers in dealing & coordinating with the 
officials of the local government and regulatory agencies in obtaining work 

clearance and construction permits in relation to the execution of the 

project. 

September 1999 - February 2000: ISO Document Controller 

Allegro Pacific (Phil) Inc. 

Multinational Village, Paranaque City, Philippines 

Company Industry: Manufacturing and Production 

Department: ISO Quality Control 

My Primary job is to maintain and update the ISO Documents like 
Procedures and Guidelines of the company and releasing all job orders to 

the Production Department. 

Education

March 1999: Lyceum Of Batangas, Batangas City, Philippines 

Bachelor's degree/higher diploma, Bachelor's / College Degree - BS. in Information 

and Computer Studies 

March 1997: Lyceum Of Batangas, Batangas City, Philippines 

Certification/diploma, Vocational - Associate in Information and Computer Studies 

March 1995: St. Bridget College, Batangas City, Philippines 

High school Graduate
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