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Document Controller

	Place of  Birth
	:
	Lubuk Linggau.

	Date of  Birth
	:
	01 October  1990.

	Nationality
	:
	Indonesia.

	Religion
	:
	Moslem.

	Address
	:
	 Perum Bukit Sejahtera BQ 02 Bukit Besar Palembang 

	Qualifications
	:
	Document Controller.

	(  Phone
	:
	+62 – 711 –9201489

	(  Mobile
	:
	+62 – 813 –7389-6877 & +62-858-3812-3352



	(  Email
	:
	leenahanwoo@gmail.com

	
	
	


         OCTARINA.  
Educational Background: 
· 2008-2011
  Politeknik Negeri Sriwijaya; English Department (GPA 3.61)
· 2005-2008
  SMA Negeri 10 Palembang
Course and Non Formal Educational Background :
· Computer – Microsoft Office (Ms. Word, Ms. Excel, Ms. Powerpoint)

SUMMARY OF EXPERIENCE:
Since 19 May 2012 up to 5 October 2013 as Document Controller for LTRO Project (Pipeline & Rawa Modif Project) On Behalf PT Conoco Phillips Indonesia Ltd

SCOPE, DUTIES AND RESPONSIBILITY
· Managing project documentation (site), transmitting, distribution, submission, and filing 

· Directing coordination Site and Jakarta office with Project office document controller, to make sure Database in updates. 
· Daily coordinating with Contractor Document control on any transmitting and submitting documents,
Letter and correspondence.

· Fully supporting Project Construction manager for any site requirement document status.
· Fully supported and involve with spirit LTRO project team to get achievement LTRO project “GOAL”.
· Closed communicate with all LTRO PMT personnel’s with the subject of distribution and final approval documents.
· Assist to intent and sustainable all documents control system at all discipline in LTRO project.
Contact Person at Conoco Phillips for LTRO Project.
1. Victor Sambudi
Lead Document Controller  
 <Victor.Sambudi@conocophillips.com>
2. Trisna Gunawan
Construction Manager 
 <Trisna.Gunawan@conocophillips.com>
3. Sugeng Purnomo
Construction Superintendent <Sugeng.Purnomo@contractor.conocophillips.com>
4. Haryanto

Construction Superintendent <Haryanto.Haryanto2@contractor.conocophillips.com>
5. Bayu Permono
HSE Coordinator

  <Bayu.S.Permono@contractor.conocophillips.com>
            Kindly Regards.
                  Octarina 
