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SUMMARY:
A strong commitment to effective document management is reflected by extensive experience with EDMS, SAP Application, Wends and Primavera Unifier Software. Proficient coordination and communication skills have been demonstrated through the preparation of critical correspondence and collaboration with various departments to ensure timely distribution of vital information. Enthusiasm for maintaining quality control and supporting project documentation processes aligns with a dedication to project efficiency and success in delivering well-organized, precise results.

WORK EXPERIENCE
Company   	: Alkobraish Investment and Construction Company
Address     	: Development of Bonded Zone- Phase 1 – (JCPDI-I-2023-Jizan Project)             
Proponent   	: Royal Commission for Jubail and Yanbu. 
Position     	: Approved-Document Controller at Royal Commission
Date	: May 17,2024 to Present

DUTIES & RESPONSIBILITIES
· Monitor and update of documented information in Primavera Unifier Software and EDMS (i.e. Incoming / Outgoing Transmittal & Letters, RFI, MRI, Daily Contract Report, Contract Report, Daily Quality Control Report)
· In-Charge in the receiving, distribution, filling maintenance and retrieval of documented information.
· Preparation of correspondence (Letter and transmittal) going to client and sub-contractor.
· Reconcile and update technical document / deliverable (e.g. Drawings, procedure, specification etc.) prior submittals and distribution.
· Coordinate with other department and client counterpart regarding document issue and response.
· Weekly inform PMT thru email notification regarding outstanding transmittal and letters that needed to be addressed 
· Ensure all document are properly filed and safeguarded
· Ensure documented information shall be distributed in a timely manner to respective copyholders.
· Review (Proof Reading) correspondence for completeness legibility and proper identification of copyholders by generating parties /DCS prior to Transmittal.
· Assists QC for Project Record Book preparation and submittals.
· Compilation review and coordination with another department for Project Close-Out.
· On-Time Submission of Weekly / Monthly reports.
· Oversee and manage all QC System Application.

Company   	: Al Rushaid Construction Co. Ltd 
Address     	: Dammam 3rd Industrial City Saudi Arabia                
Proponent   	: Mitsubishi Power Saudi Arabia Limited Co. (MHI GCC Lab) 
Position     	: Document Controller 
Date	: October 22, 2022 to October 06, 2023
Company   	: Al Rushaid Construction Co. Ltd 
Address     	: Yanbu Industrial City Saudi Arabia                
Proponent   	: Sabic, Yansab, Yanpet SaudiKayan
Position     	: ARCC-Shutdown-Document Controller 
Date Hired 	: April 06, 2022 to October 20, 2022


DUTIES & RESPONSIBILITIES
· Monitor and update of documented information in EDMS (i.e. Incoming / Outgoing Transmittal & Letters)
· In-Charge in the receiving, distribution, filling maintenance and retrieval of documented information  
· Preparation of correspondence (Letter and transmittal) going to client and sub-contractor.
· Reconcile and update technical document / deliverable (e.g. Drawings, procedure, specification etc.) prior submittals and distribution.
· Coordinate with other department and client counterpart regarding document issue and response
· Weekly inform PMT thru email notification regarding outstanding transmittal and letters that needed to be addressed
· Ensure all document are properly filed and safeguarded
· Ensure documented information shall be distributed in a timely manner to respective copyholders.
· Review (Proof Reading) correspondence for completeness legibility and proper identification of copyholder by generating parties /DCS prior to Transmittal.
· Assists QC for Project Record Book preparation and submittals.
· Compilation review and coordination with other department for Project Close-Out.
· On-Time Submission of Weekly / Monthly reports.
· Oversee and manage all QC System Application.

Company   	: SAIPEM / SNAMPROGETTI 
Address     	: Jazan Economic City Saudi Arabia (JIGCC Project and KHCPF Project)                
Proponent   	: Saudi Aramco 
Position     	: Technical Clerk -Project Control Department and HSE Department.
Date Hired 	: September 20, 2016 to February 27, 2019
DUTIES & RESPONSIBILITIES
· Providing technical and administrative support to the Project Control Engineering Section paying particular attention to quality, and accuracy.
· Processing and updating of ‘Saudization and manpower records for clients, contractor and subcontractors.
· Updating of daily manpower time sheets of various site locations.
· Calculation of weekly and monthly man-hours reports and providing inputs to the team for management reporting.
· Collecting site instruction reports and updating in the database
· Updating and reviewing of Personnel on board file from Human resource department.
· Reconciling processed work by verifying entries and comparing system reports to balances requested by client and subcontractors.
· Keeping track of all payments and maintaining historical records.
· Preparing analyses accounts and producing Saudization Monthly reports. Moreover, continuing to improve the payment process. 
· To liaise with clients, service users and sub-contractors as appropriate to the work of the section.
· Compile and maintain records for the team, undertakes specific projects and prepare reports for the Group Manager & Engineering Manager as required.
· Coordination with Human resource department for the manpower database records.
· Continuously providing the approval request to Saudi Aram co in terms of HSE Personnel and the Permit Receiver, Operators and other certification.
· Tracking safety data records, observation, inspection and confidential records.
· Prepare Weekly Statistics and HSE Summary report and Highlights report.
· Collect TBT from Sub-con and update in database.
· Calculation of weekly and monthly man-hours and man-power reports and providing inputs to the team for management reporting.
· Collecting Inspection reports and updating in the database.
· Keeping track All Safety inspection and incident report to Maintaining historical records.
· Coordination with Human resource department for the manpower database records.
· Review files record, and other document to obtain information to respond to request.

Company   	: TAMIMI GLOBAL CO. LTD
Address     	: Petro Rabigh, Kingdom of Saudi Arabia 
Proponent   	: Petro Rabigh / Saudi Aram co 
Position     	: Technical Clerk
Date Hired 	: December 23, 2013 to December 22, 2015



Company   	: TAMIMI GLOBAL CO. LTD
Address     	: Petro Rabigh, Kingdom of Saudi Arabia
Proponent   	: Petro Rabigh / Saudi Aram co 
Position     	: Technical Clerk 
Date Hired 	: August 26, 2008 to September 23, 2012

DUTIES & RESPONSIBILITIES
· Maintain and update filing, inventory, mailing and database system, either manually or using a computer.
·  Review files record, and other document to obtain information to respond to request.
· Operate office machines, such as photocopiers and scanner, facsimile machines, voice mail system and personal computer.
· Answer telephones, direct calls and take messages.
· Receive complaint from residence tenant’s facility office service, housing office, and other department.
· Enter details into computer; prepare Minor Maintenance ticket (MMT) schedule the job.
·  Issue work plans and schedules to concerned segment for the execution of MMT’s.
· Segment heads supervisor execution of MMT’s.
· Concerned segment to close entering details as the of manpower, no. of man hours, description and quantity of material (if any) or job was cancelled and converted to Work Order.
· Rescheduled need materials converted to Work order.
· Rescheduled- advice tenant of the situation, and ask for rescheduling.
· Converted to work order- concerned segment to cancel / close MMT and initiate notification for work order.

TRAINING AND SPECIAL SKILL

Health, Safety and Environment Induction and Orientation Training (Saipem HSE September 2016- Saudi Arabia)
· HSE Induction
· PPE Training	
· Fire Prevention Training
· Emergency Management Training
· Work and Height Training
· Excavation, Safety Sign and Near Miss / Slip Fall Training




[bookmark: _GoBack]SPECIAL SKILLS:
· SAP Operation Access (System Application Product)
· ME51N- Create Purchase Requisition
· ME52N- Change Purchase Requisition
· ME53N Display Purchase Requisition
· ZMM042-Pick List Creation
· MB21-Create Reservation
· MB25- Reservation List
· Proficient in using Microsoft Office (Word, PowerPoint, Excel)
· Electronic Document Management System (EDMS)
· Welding Examination and Non-Destructive (Wends)
· Primavera Unifier Software


ON-THE-JOB TRAINING:
Philippine American Life General Insurance Company
F. Tanedo, San Nicolas, Tarlac City
(Apprentice)

SEMINAR ATTENDED:
Database Management (Dbase, FoxBASE & Clipper)
3rd Floor Jaral Bidg. McArthur Hi-way, Tarlac City
February 27 to March 06, 1998
























EDUCATIONAL BACKGROUND

Tertiary		     	:	Tarlac State University
Romulo Blvd. San Vicente, Tarlac City
Course			:	Bachelor of Science in Business Administration
Major in Business Information System
2000-2006-Graduate
Vocational		:	Nova Computer College
3rd Floor Jaral Bidg. McArthur Hi-way, Tarlac City
Course			:               Computer Engineering Technology
1997-1999-Graduate





I hereby certify that the above information is verified true and correct with the best of my knowledge.
								                                              __________________
											   Applicants Signature
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