Name: Leila Samson Pioquinto

Present Position: Document Controller / Administrative Assistant

Qualifications: BSc. in Management Information System, Ateneo de Zamboanga University
Philippines — 2000

WES Assessment: CANADIAN EQUIVALENCY SUMMARY Bachelor's Degree (Four
Years)

IELTS General Training: Overall Band Score — 6

Summary Profile

With over 14 years of experience in Document Control and Office Administration in the Philippines, UAE and Qatar, with an
advanced knowledge in web-based software’s such as Aconex, Primavera Contract Management (PCM), Project Management
Information System (PMIS), PMWeb FCTS, MS Outlook and MS Office, has the ability to plan, prioritize, organize workloads,
and initiate tasks as well as to coordinate/communicate with team members to achieve its objectives. Rigorously
execute/implement company document control policies and procedures which delivered the highest quality level of results.

Selected Experiences

ITALCONSULT Doha Qatar Document Controller (August 2017 — Present)

Job Responsibilities

. Using PMIS, PMWEB and FCTS software application as per client (PWA) requirement for the processing of documents.
* Toregister all the incoming and outgoing correspondences with their corresponding logs.

e Coordinates the flow of documents between project team and other project stakeholders to ensure documents are
responded within the review cycle/prescribe time.

«  Prepare the status reports of the incoming and outgoing letters and technical documents on weekly and monthly basis.

« Responsible for the electronic document management system on regular periodic backup (electronic copy) of project
documents

«  Performs other responsibilities associated with this position as may be appropriate/required.

- Ensure quality/safety goals are achieved on the project and oversee implementation of quality and safety procedures on
the project/road works.

REDCO INTERNATIONAL Doha Qatar Senior Document Controller (June 2016 — May 2017)
Handled Project: M008 — Doha Metro Project - Green Line Station

Job Responsibilities

« Served as “Admin” on Aconex by creating new users account of colleagues on their assigned project and modify on the
system when needed and required.

« Monitoring all incoming technical document’s comments received via ACONEX notification and distribute as per
discipline/departments. Maintaining all Logs/ Registers for easy coordination and checking of statuses of all technical
documents and generating reports

« Performs document quality check concerning all disciplines (e.g., Engineering, Geotechnical, Tunnels & Shafts, RAM,
System Assurance, System Safety, Hazard, Systems Management, Health, Safety & Environment and Public Health) in
accordance with the company’s document control procedures prior to official transmission to the client through ACONEX.

* Generate weekly and monthly updated reports for Package 1,2 and 3 as assigned by the QA/QC Manager

» Records keeping of QA/QC documentations, electronic filing/archiving and technical library for easy issuance, storage,
retrieval of documents for internal and external users.

» Bulk uploading/processing of technical documents in ACONEX using metadata and Bulk Processes.

» Coordinate with the Main Contractor/client for issues concerning discrepancies of uploaded documents.

WS ATKINS Partners and Overseas, Doha Qatar Document Controller (December 2014 — June 2016)

Handled Projects: Local Roads and Drainage Programmed in Doha West Area

Job Responsibilities
« Responsible for receiving, logging and circulates all incoming and outgoing correspondences/technical documents as per
Line Manager’s instruction and also to assist, coordinate and monitor all administrative activities to expedite the work flow.

« Responsible for Uploading/Control/Track/Issue/Update of complete project documentation in response to PMC,
Stakeholders and Contractors correspondences and all other technical documents.



To ensure all documents status are to be closed as well as to implement and maintain a coordinated and consistent filing
system which are up-to-date and in accordance with QAQC procedures.

Prepare the status reports of incoming and outgoing documents on weekly and monthly basis.

Ensure quality/safety goals are achieved on the project and oversee implementation of quality and safety procedures on
the project/road works.

Aljurf Development Projects, UAE Document Controller/ Administrative Assistant (May 2013 — September 2014)

Job Responsibilities

Responsible for receiving, logging, tracking, filing, monitoring and reporting status of material submittals, drawings,
inspection request, notice of intent, method of statement, daily report etc. to the consultant and client. Respond to internal
and external drawing and document requests.

Expedite and track the review and approval of engineering deliverables and vendor documentation to ensure effective and
timely turnover and archiving of project records.

Liaise with the project teams to understand work plans and associated service requirements from document control and
to ensure smooth and effective communication and quick response.

Maintain adequate and proper filing for all pertinent documents to ensure smooth and effective access.

Monitoring of material and drawing detailed summary reports in Orbits from the technical department and update the
project managers.

Public Works Authority (ASHGHAL) Doha Qatar Document Controller - SECONDMENT (May 2011 - July 2012)

Job Responsibilities

Manage and process documents for ongoing projects through proper coordination within PWA project managers,
consultants and contractors within day-to-day activities.

Carrying out quality checks of incoming and out-going correspondences and technical documents in accordance with
Primavera contract management before registering, distributing & uploading into the system and to ensures safety storage,
proper implementation, report compliance and effectiveness of project documents retrieval.

Coordination with the document controller of consultants and contractors for receipt of outstanding documents and follow-
up and to ensure that the requirement of the documents for the projects are properly handled and their outstanding and
pending issues are resolved in timely manner.

Conduct progress meeting for document controllers of design / supervision consultants and contractors and prepares
weekly document status reports periodically for management information and follow-ups.

Adhering and enforcing company policies and procedures related to project data management by supervising a team of
document controllers (design / supervision consultants and contractors).

CEG International - Engineering Consultancy Doha Qatar

Document Controller / Pre-Contract Executive Secretary (July 2007 — May 2011)

Job Responsibilities

Assist, support and coordinates with project management team, manage and control a document on multiple projects.
Manage the proper flow of documents and monitor the status of all correspondences.

Carrying out quality checks of all incoming and out-going correspondences, documents and drawings...etc. in accordance
with company project quality document management before registering, distributing & uploading into the EDMS system

Collect, organize, scan and upload project documents in Aconex per projects and to file technical documents as per
discipline / document code in accordance with the project filing system.

Provide administrative assistance to head of pre-contract engineering department in facilitating administrative matters

Receiving drawing’s / document’s comments sheet from client, updating to master data base, hard copy & soft copy
distribution.

Maintaining proper control of document / drawing numbers in compliance with set standard protocol of the company.

Presidential Commission on Good Government, Manila Philippines Administrative Assistant (June 2005 — July 2007)

Job Responsibilities

.

File documents to their corresponding account codes for future references, maintains both manual and electronic filing
systems, facilitates the distribution of correspondences, update filing system, register logs, etc.)

Reconcile the monthly abstract of collection from the Bureau of Treasury.

Prepares report and analysis for the deduction of taxes and remittances of employees.

Comply with the company records management for controlled and not controlled documents

Prepare document performance reports for status, progress and forecast and generate monthly update reports

National Amnesty Commission, Manila Philippines Executive Secretary (December 2003 — April 2005)

Job Responsibilities

Provide steadfast administrative support to the chairman, executive director and the commissioners
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In-charge for the various incoming and outgoing correspondence, minutes of meeting, resolution and other documents
produced and collected by the different departments.

Encode / type correspondences, faxes, photocopies and perform other tasks assigned by my immediate superior.
Administer an effective system of retrieving documents and to update files in accordance with the quality management
procedures.

Assist and prepare notice of meeting/agenda and monitor the daily events such as meetings of the chairman.

Handle petty cash / office supplies and do some accounting jobs.

Attending to various guests / visitors of the chairman with regard to their appointments / meetings.

Assist in the organization of large-scale events such as conferences, presentation and awarding ceremonies.

Engineering Design Consultancy, Manila Philippines Document Controller/Secretary  (July — December 2003)

Job Responsibilities

Keep all incoming and outgoing logs up to date and distribute documents to all relevant project team.
Provide general administrative support in a punctual, friendly and courteous manner.

Assist in preparing, distributing, receiving, analyzing, presenting all tendering documents for subcontractors and suppliers’
requirements

Coordinate with the project managers for the proper flow of documents and monitoring of status of all correspondences.

Maintaining electronic data management system to support the project management team for all project documentations
and materials.

Maintain a systematic filing, archiving system for the safekeeping and to facilitate easy retrieval of all documents at a later
date.

Prepares weekly update reports for the project managers

Kellogg Brown & Root, Basilan Philippines Project Secretary (January- July 2003)

Job Responsibilities

Registering internal and external documents

Attend to customers / clients with regard to their appointments / meetings

Handling various documents and typing correspondences and perform any other tasks assigned by my immediate superior.
Stamp and receive all incoming mails and record serially in the register log and assign numbers.

Allocate the incoming mail to concerned personnel and distribute accordingly.

Operates telephone, gets and convey message to concerned persons.

Filing of letters / documents, training courses and invitations.

Send faxes and make photocopies as required.

Prepare notice of meetings

Update all files in accordance with the quality management procedure

Employment History

2017 — Present Italconsult - Doha Qatar

2016 — 2017 Redco International - Doha Qatar

2014 - 2016 WS Atkins & Partners Overseas - Doha Qatar

2013 - 2014 Aljurf Development Projects - UAE

2011 - 2012 Public Works Authority (ASHGHAL) - Doha Qatar

2007 - 2011 Consulting Engineering Group (CEG) - Doha Qatar

2005 - 2007 Presidential Commission on Good Government (PCGG) - Philippines
2003 - 2005 National Amnesty Commission - Philippines

2003 Engineering Design Consultancy - Philippines

2003 Kellogg Brown & Root - Philippines

Personal Details

Email Address: LS_PIOQUINTO@YAHOO.COM
Phone Number: +974 5501 8390
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