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Profile

· Dependable, dedicated, and respectful individual
· Self-starter who needs minimal to no supervision and can be trusted to get the job done accurately and on time
· Self-motivated professional with a strong work ethic and takes great pride in his work
· Ability to work in a fast pace and stressful environment, while still maintaining composure and focus
· Quick learner who enjoys taking on new challenges and has the ability to perform multiple tasks at one time
· Detail oriented individual with exceptional organizational, memorization, interpersonal, and listening skills
· Proficient problem solving and decision making skills
· Team and goal oriented individual

Professional Experience
Data Control Lead, Shell Exploration and Production Company                 
           October 2013 – Current

Responsible for developing data agenda for Unconventionals (Onshore) projects to capture and maintain equipment tagging and engineering metadata used by operations.  Performed other activities including:

· Investigating cost associated with developing data agenda and tools available for capturing data information
· Configuring and updating tools and programs
· Writing project contract information specification to be used by Engineering and Procurement Companies (EPC) and Information Management (IM) for projects team

· Developing reporting templates used by the IM leads to communicate project deliverables status to team members
Document Control Lead, Shell Exploration and Production Company                       May 2011 – October 2013
Responsible for training and ensure Document Controllers perform task to company standards for Upstream and downstream oil and gas projects.  Preformed other activities including:

· Working with IM lead to improve processes and be more efficient when performing document control activities
· Helping create and develop procedures, work instructions, and work flow diagrams
· Training project team members on tools both virtually and on-site
· Working closely with Project Delivery Leads to ensure schedule target dates and deliverables were on track
· Performing document control activities when project document controller was unavailable 
· Building project data books for turnover to operations at end of project phase
Document Controller, Shell Exploration and Production Company                                   July 2009 – May 2011
Responsible for controlling deliverables from EPC and internal project team for Upstream and downstream oil and gas projects.  Preformed other activities including:
· Creating data CSV files and uploading deliverables and metadata into main document repository (LiveLink)
· Inputting data into electronic document management system (Assai)
· Issuing deliverables to EPC and project team members using transmittal process
· Reviewing engineering documents to ensure governing procedures and compliances were followed
· Maintaining Master Document Register in Excel spreadsheet
· Performing audit checks on all deliverables received and issued
Project Information Specialist (Document Controller), URS                                     August 2008 – July 2009
Responsible for issuing engineering and construction documents to client and project team members for Oilsands projects.  Performed other activities including:
· Manipulating data files to load metadata into databases and uploading deliverables into document repository system (Documentum)
· Maintaining and filing hard copies in file room
· Reporting project information to leads
· Performing audit checks as requested by client on deliverables issued
Imaging Specialist III, Document Technologies, Inc.



         July 2004 – August 2008
Lead document scanner, responsible for scanning documents, distributing documents to clients, assembling reports, merging and converting documents into various file formats, and quality checking documents for accuracy.  
· 
Education

B.S., Business Administration, Colorado Christian University (2009)
Certification, Computer Aided Drafting 2D, Arapahoe Community College (2009) 


















