
JOB DESCRIPTION

	Job Title:
Document Controller 
	Working Location: 
As instructed by CLIENT

	Department: 
Development 
	Group: 
Project Management Team
	Report to: 
Project Manager/ Engineering Lead

	Group organization structure: 
· Development Manager/Deputy Development Manager/Project Manager => Sr. Project Engineering Lead => Document Controller.

	Job Purpose: 
Coordinate and control all designated documents received by and issued from the Project Group. Maintain the filing documents system and track all revisions received with the objective of efficiently and effectively matching client and contractor requirements and support project schedules.

	General Description:
· Handling incoming & outgoing documents including verification and archiving documents, both soft & hard copies.
· In coordination with the engineering team, for comment review sheets to issue to the contractor.
· Distribute document/drawings to the related department following the matrix for review and approval.
· Register the Master Document List to monitor the review cycle & approval status of documents/drawings.
· To support other departments’ work related to documents.
· Expedite the review progress when needed.  
· Retrieving files for other employees and customers when needed.
· Designing templates for documents, file types, and document databases.
· Checking and editing documents for accuracy and compliance.
· Coordinate, controlling & clarity on documents in and out of the Project group promptly.
· Reporting errors or developments regarding document storage.
· Ensuring the secure destruction and disposal of sensitive documents.
· Updating and maintaining document management systems and physical records.
· Maintaining the security of confidential documents.
· Assisting employees with accessing documents through our document management system.
· Log-in documents/drawings, updating and filing to ensure all submissions are recorded correctly & systematically so that only master revisions are used.
· Photo, and distribute documents as advised.  Remove superseded doc from its filing system & replace it with the new ones in order to ensure all relevant parties received documents timely and accurately to support project activities.
· Other ad hoc tasks assigned by Team Lead/Managers.

	Qualifications and Work Experience required: 
Qualification:
· The jobholder should hold at least a bachelor’s degree.
· Additional professional certificates are advantageous. 
Experience & Requirements:
The job holder should have the following:
· A minimum of 05 years of working experience in an oil and gas project as a Document Controller
· Experience working for 01 FEED phase of the Project
· Experience working for 01 EPCI phase of the Project.
· Working experience in an international environment is a plus. Experience in oversea project with one (1) success project is preferred.
Competency and Capability Requirements:
· Knowledge of document management systems.
· An excellent grasp of Microsoft Office programs.
· Top-class typing and report writing skills.
· Detail-focused document organizing abilities.
· Familiarity with the relevant regulations regarding document keeping and handling.
· Highly organized attitude with complete attention to detail.
· Knowledge and experience of a complex document archival and retrieval system.
· Full understanding of client and contractor documentation systems and requirements.
· Good understanding of oil Industry Practice and nomenclature.
· Able to proactively manage database changes using software management systems.
· Time-oriented approach to handling queries and tasks.
· Good understanding of written and spoken English (Minimum 500 TOEIC or equivalent).
· Can organize your own work and meet strict deadlines.
· Ability to work in a team environment.
· Good interpersonal skills.

	Challenges (If any): 
· Multi-functional and able to cope with diverse job demands.
· Coordinating work in multiple locations with different organizations and multiple interfaces.
· Schedule pressure and workload for the design and procurement activity.
Network interaction:
Influenced: Operation Department, HSE Department, QAQC Team.
Influence: Engineering Team, Procurement Team, HSE.
External parties:
Influenced: Vietnamese Authorities, Certifying authorities.
Influence: Contractors, Vendors, Suppliers, Service companies.

	Assignment Duration: 

	Prepared by: 






	Reviewed and agreed by:
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Job Title:   Document Controller    Working Location:    As instructed by  CLIENT  

Department:    Development    Group:     Project Management Team  Report to:    Project   Manager /   Engineer ing Lead  

Group organization structure:        Development   Manager /Deputy Development Manager/Project Manager   =>   Sr. Project  Engineer ing Lead   => Document Controller .  

Job Purpose:     Coordinate and control all designated documents received by and issued from  the  Project Group.  Maintain  the  filing documents system and track all revisions received  with the objective   of efficiently  and effectively  matching   client   and contractor requirements and  support   project schedules.  

General Description:      Handling in coming & outgoing  documents   including  verification   and  archiving   documents ,   both soft & hard copies .      In coordination with  the  engineering team ,   for  comment review sheets to issue to the  contractor.      Distribute document/drawings to  the  related department following the matrix for review and  approval.      Register the Master Document List to monitor the review cycle & approval status of  documents /drawings.      To support other  departments’   work related to documents.      Expedite  the review progress when needed.         Retrieving files for other employees and customers when needed.      Designing templates for documents, file types, and document databases.      Checking and editing documents for accuracy and compliance.      Coordinate, c ontrolling  & clarity  on  documents  in and out of the  Project group  promptly .      Reporting errors or developments regarding document storage.      Ensuring the secure destruction and disposal of sensitive documents.      Updating and maintaining document management systems and physical records.      Maintaining the security of confidential documents.      Assisting employees with accessing documents through our document management system.      Log - in documents/drawings, updating and filing  to   ensure all   submissions are recorded  correctly & systematically so that only master revisions are used.      Photo, and distribute documents as advised.  Remove superseded doc from its filing system  &  replace it   with the new ones in order to  ensure all   relevant parties received documents  timely and accurately to support project activities .      Other  ad hoc   tasks assigned by Team Lead/Managers .  

Qualifications and Work Experience required:    Qualification:      The jobholder should hold  at least  a  bachelor’s  degree .      Additional professional certificates are advantageous.   

