
Application for the position of Engineering Document Administrator 

To whom it may concern, 

I am writing to express my interest in the position of Engineering Document Administrator 

within your engineering team in Zagreb, as advertised on mojposao. 

With a diverse background in both technical and customer-facing roles, I believe it makes 

me a candidate for this position. My experience in laboratory work, including sample 

management, data analysis, and the use of various measurement instruments, has equipped 

me with the technical expertise required for managing and organizing engineering 

documentation effectively. 

Additionally, my strong organizational skills, honed through project management and task 

administration, allow me to efficiently handle document workflows, ensuring that all materials 

are accurate, consistent, and delivered on time. I am proficient in various software tools, 

including the Microsoft Office suite, and have a basic knowledge of AutoCAD, which I 

understand is advantageous for this role. 

I speak effectively  both English and Spanish, and i’m taking Croatian lessons 2 times a 

week, which, combined with my experience working in diverse environments, has prepared 

me to interact with clients and subcontractors professionally and ensure smooth 

documentation delivery. 

I am particularly drawn to this opportunity because it aligns well with my desire to 

continuously improve my skills while contributing to a dynamic and evolving environment. 

Here are some of my key skills and experiences relevant to the role: 

Skills: 

● Project management: Efficiently planning, executing, and tracking projects to meet 

objectives and deadlines. 

● Task administration: Prioritizing, organizing, and managing tasks using effective tools 

and methodologies. 

● Document organization: Archiving, classifying, and managing both physical and 

digital documents to ensure information accessibility and security. 

● Effective communication: Proficient in written and oral communication in English and 

Spanish, ensuring clear and assertive interactions. 

Technical knowledge: 

● Proficiency in digital tools, from office applications to web development (Python, 

HTML, CSS, JavaScript), data analysis, and AI tools. 

● Experience with operating systems (Linux/Windows) and web design 

(CSS/WordPress). 

 



Education: 

● Fullstack Development - Apx School (2021-2022) 

● Safety and Hygiene Technician - FASTA University (2021-2022) 

● Python Development (2023-2024) 

● Materials Engineering - National University of La Plata 

Languages: 

● English: Fluent (C1) 

● Spanish: Native 

● Croatian: Basic (A1) 

I am confident that my skills and experience make me a strong fit for this position. I am 

eager to contribute to your team and support the ongoing success of your projects. 

Thank you for considering my application. I am available for an interview at your earliest 

convenience and look forward to the opportunity to discuss how I can contribute to your 

team. 

Sincerely, 

Alan Gabriel Salva 

+385957926694 

 


