
 JAHANZAIB IBRAHIM 
Position: Admin Assistant / Document Controller 

Experience: 03+ Years 

Educational Qualifications: ICOM 

Mobile: +966-053-6205806 

Current Location: Saudi Arabia ,Neom. 

Email: Jahanzaibmughal880@gmail.com 

Official Email: ijahanzaib@tamimi.com  

CAREER OBJECTIVE:  Aim to obtain a position that utilizes my skills in document 
management, collaboration, and problem-solving to deliver high-quality results and support 
business growth. 

 

WORK EXPERIENCE: 

 

Admin Assistant & Document Controller:                    June 2024 to till now. 
Tamimi PEB (EL-SEIF PROJECT) 

•  Time Sheets: Manage and update employee work hours. 

•  Worker Registration (NEOM): Ensure all workers are registered and compliant. 

•  Master Tracker Updates: Maintain accurate and up-to-date Site related records. 

•  Daily Attendance Record and monitor worker attendance. 

•  Daily Food Arrangements: Coordinate meal provisions for staff. 

• Accommodation Arrangements: Organize housing for new staff members. 

• Supervise and appraised maintain the records of arrangement for accommodation, 

food, vehicle etc for all staff. 

• Transportation Arrangement: Organize Transportation for employees for site. 

• Maintaining vehicle authorization records. 

• Progress Report: collect data, analyze, and report to Project Manager 

 
     Admin Assistant & Document Controller:                    FEB 2023 to till Now. 

Tamimi PEB (Al-FANAR NRC 11-13) 

• Time Sheets: Manage and update employee work hours 

• Master Tracker Updates: Maintain accurate and up-to-date records 

• Waste Tracking Log: Monitor and document waste disposal. 

•  Consumption Reports: Track and analyze resource usage (e.g., diesel, water). 

• Petty Cash Invoices: Process and record small purchases and expenses. 

 
 
 
 
 
 
 

 

 



Document Controller                  Aug 2019- June 2021.  

S.ZIA UL HAQ & SONS CATERING & ENGIEERING, PAKISTAN. 

• Process and maintain documents. 

• Creating Schedule for Supply chain. 

• Maintain and update meal sheets on daily basis. 

• Maintain and update checklists on daily basis. 

 

Cashier & Data Entry Operators:     JUNE 2016 -   MAY 2017 

Hayper Super Market  
• Handle customer transactions, process payments, and issue receipts 

• Operate point-of-sale (POS) system, and balance cash drawer 

• Provide excellent customer service, answer questions, and resolve issues 

• Process refunds, exchanges, and store credits 

• Count and reconcile cash, credit card receipts, and other payment methods 

• Enter data accurately and efficiently into computer systems or databases 

• Review and verify data for errors, inconsistencies, and completeness 

 
Data Entry Operators:   JUNE 2017 -   Nov 2019 

Chase Up Super Market 
• Enter data accurately and efficiently into computer systems or databases 

• Review and verify data for errors, inconsistencies, and completeness 

• Maintain data organization, update records, and perform data backups 

• Ensure data confidentiality, security, and compliance with regulations 

• Use software applications, such as spreadsheets, databases, and word processing 

• Meet productivity and quality standards, and report any issues or concerns 

• Perform data analysis, generate reports, and provide insights as needed 

Educational Qualifications 

• Matriculation in (Science) from Mirpur Board Azad Kashmir. (2012) 

• Intermediate in (Commerce) from Board of Intermediate Education Karachi.  (2015) 

• Graduation part one In Commerce from Karachi University                               (2016) 

• NEBOSH International General Certificate in Occupation Health and Safety (2024) 

• Certified in “MS Office” from Sindh Board of Technical Education Karachi.       (2013) 

• Aconex Associate certified from Oracle University.   (2024) 

Computer Skills 
• MS WORD 

• MS EXCEL 

• POWER POINT 

• SPREADSHEET  

• OUTLOOK 

• ACONEX ASSOCIATE 

 

 



Languages : 

• ENGLISH (Fluent) 

• URDU 

• ARABIC (Basic) 

 
Personal Details: 

Date of Birth : 05-May 1995 

Religion : Islam 

Marital Status : Single 

Passport # : ZG4132442 

Iqama       #                           : 2536656198 
Iqama Expire:                       09-01-2026 
Age                 :                       29 
Notice Period:                      2Month 
Current Salary :                    3000 
Current Location:                NEOM ,Tabuk 
Experience            :              3Years 




























