
Sohaib Khan 
Document Controller 
Detail-oriented Document Controller with over 2 + years of experience in construction projects.
Skilled in managing project documentation, ensuring compliance, and using document
management software effectively. 

sohaibkhan18573@gmail.com 0582137916 AL-Nargis, Riyadh, Saudi Arabis 

EDUCATION 
Bachelor in Life Sciences (Zoology) 
University of Malakand 
09/2019 - 10/2023,  Dir Lower, Pakistan 

Diploma of Information & Technology 
Board of Technical Education Peshawar 
09/2019 - 10/2020,  

WORK EXPERIENCE 
Document Controller 
Mub Rak Alsalami Contracting Company 
07/2024 - 02/2025,  Dammam, KSA 

working as a Document Controller at Mub Rak
Alsalami Contracting Company a leading construction
company. 
Responsible for managing project documentation,
ensuring compliance with industry standards, and
maintaining efficient document workflows. 

Document Controller 
FALA -AWAD AL SHARANE Construction
Company 
06/2023 - 05/2024,  Abha, KSA 

Working as a Document controller to manage
construction projects documentations, & office
procedure. 
Responsible for managing project documentation,
ensuring compliance with industry standards, and
maintaining efficient document 

Document controller/Admin assistant 
BuildsMore & CO 
11/2022 - 03/2023,  Karachi, Pakistan 

Working as a Document Controller/Admin Assistant
with Buildsmore & CO in my last semester winter
vaccations in karachi to manage daily office operations
and documentations. 
Responsible for maintaining records, ensuring
document compliance, and streamlining workflows
using document management software. 

SKILLS 
Time Management Data Entry MS Office 

ERP SAP Regulatory Documentation 

Aconex management Documentation 

Record Keeping SharePoint 

Emails management Data Organization 

Creating Logs Document Tracking 

Digital and Physical Document Filing 

Managing Distribution MS Excel 

Archiving & Retrieval Systems Report Making 

Data analysis Confidentiality & Data Security 

CERTIFICATES 
Google Soft Skills Program 
I am Certified in google Soft Skills Program 

IT Essentials 
certified from cisco with virtual university of Pakistan 

Document Controller 
I am certified as a document controller from institutes of
professional skills and development 

Content Marketing 
certified from NFTP with university of Malakand 

LANGUAGES 
English 
Limited Working Proficiency 

Urdu 
Full Professional Proficiency 

Arabic 
Limited Working Proficiency 

Pushto 
Full Professional Proficiency 

Achievements/Tasks 

Achievements/Tasks 

Achievements/Tasks 

mailto:sohaibkhan18573@gmail.com














Les Philpott
Chair

Dee Arp
Accountable Officer

The National Examination Board in
Occupational Safety and Health

Registered in England & Wales No: 2698100
A Charitable Company Charity No: 1010444
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NEBOSH International General Certificate
in Occupational Health and Safety
This is to certify that

Sohaib Khan

was awarded this qualification on

14 February 2022

Master log certificate No: 00612975/1283521

SQA Ref: R630 04



CERTIFICATE
OF COURSE COMPLETION

This is to recognize and honor

for sucessfully completing  2-MONTHS Document Management

short couse offer  by The Distric Youth Officer, Dir Lower through the Institue of

Professional Skills, Chakdara Dir Lower with 

September 1, 2022

SOHAIB KHAN

Distric Youth officer

Malak Shahzad TariqDate



This certificate is awarded to

Sohaib Khan
for successfully completing

IT Essentials

offered by Virtual University of Pakistan

through the Cisco Networking Academy program.

Rauf Alam
Instructor
Virtual University of Pakistan

31 Jan 2025
Completion Date



July 27, 2024

Sohaib Khan
has successfully completed

Google Soft Skills Program

an online course taught by Google and offered through

Pakistan Freelancers Association (PAFLA).

This certificate was issued to PAFLA member 3411805585143204 on July 27,

2024 and is valid till three years from the date of issuance.
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