
 
 

Dear Hiring Manager, 

 I hope this message finds you well. 

 I am writing to express my interest in the Document Controller position as your esteemed 
organization. With my detail-oriented nature and exceptional organizational skills, I believe 
I am in a perfect position to contribute significantly to your team. 

With over 11 years of experience as a document controller in the construction industry, I 
possess a comprehensive understanding of document control principles, regulatory standards, 
and project management practices. I am proficient in utilizing a variety of document 
management systems and software, which I believe will greatly contribute to your team. 

 I have keen attention to detail, excellent communication skills, and I am comfortable working 
both independently and in a team setting. Furthermore, I am confident in my ability to 
streamline processes and create systems that improve efficiency and productivity. 

I am excited about the opportunity to bring my skills and experience to your organization and 
I am confident that I could provide value from day one. 

Thank you for considering my CV. I look forward to the opportunity to further discuss how I 
can contribute to your team. 

Thanks & Best regards, 

Samsher Ali 



CURRICULUM VITAE   

MOHAMAD SAMSHER ALI 

Mobile No. +966 539662059                                                                                            

Email: samseeralam9876@gmail.com 

Current Location:  Riyadh - KSA 

Position: Document Controller / Administration 

Experience: 11 Years (GULF) 

OBJECTIVE: 

I am detail-oriented and organized Document Controller with over 11 years of experience in managing 
technical and administrative document in industries such as Construction / Oil & Gas / Engineering. 
Proven ability to maintain accurate records, ensure document compliance with standards, and support 
project efficiency. Proficient in Aconex, EDMS, PmWeb, Oracle with strong communication and 
coordination skills. 
 

Educational Qualification: 

 Master of Arts (M.A.) In Political Science – From Indira Gandhi National Open University (IGNOU) -2008 
(DELHI) INDIA. 

 Bachelors of Arts (B.A) in Political Science- From Vinoba Bhave University Hazaribag 2003 (Jharkhand) 
INDIA. 

 Diploma in Computer Application (DICA) Completed. From Softec Technologies-2009 Patna (Bihar).  
PROFESSIONAL EXPERIENCE 

 EMPLOYMENT DETAILS: - GULF 

         From   08.05. 2023 To Present 
 

Company : Modern Building Leaders- (MBL) Riyadh, KSA                       
 
Projects : AL Diriyah Farm – Riyadh 
 
Consultant : GOLF SAUDI, HESCO, CRACKNELL                          
 
Position            : Document Controller                                                   
 
From    19.05. 2017 To 27.01. 2021 

Company : Azmeel Contracting Company- Jubail, KSA.                
Projects : SABIC-Al Mutrafiah Infra & Housing Project                              
Position            : Document Controller                                                   
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From    22.10. 2011 To 21.12. 2016    

  
Company : Marbu Contracting Company- Doha Qatar.                      
Projects : Head office                             
Position            : Document Controller                                                   
 

 Job - Responsibilities:  

 Organize and maintain documents, both physical and digital. 
 Manage and control project documentation, ensuring timely updates, distribution and filing. 
 Ensure all documents are properly filed and accessible. 
 Maintain document control registers and logs. 
 Implement and maintain electronic document management systems (EDMS). 
 Provide timely and accurate documentation during internal or external audits. 
 Control who can view or edit documents. 
 Ensure confidential documents are protected. 
 Work with different departments to gather and distribute documents. 
 Coordinate document flow between teams, clients or contractors. 

 Ensure all project document are stored and archived properly for easy retrieval and reference. 

 Ensure all documents are current, with proper tracking of revisions and approvals. 

 Implement access controls to protect sensitive information. 

 Ensure authorized personnel can quickly access needed documents. 

 Coordinate document flow between engineering, procurement, and construction teams. 

 Ensure project related documents are complete, up to date and available on time. 

 Provide support to project team in accessing and retrieving project documents as needed. 

 Maintained organized filing systems for project and technical documents. 

 Assisted the document control in daily tasks such as scanning, uploading, and data entry. 

 Ensured confidentiality and accurate labeling of company documents. 

 Contribute to quality control by verifying that all documentation is accurate and approved. 

 Collaborate with the project team to ensure that all documentation complies with project, 

specification industry standards, and regulation. 

 Assist in the preparation of project progress reports by providing accurate and up to date 

document control information. 

 Supported engineering and construction team by providing timely access to required documents. 

 Support quality assurance processes by maintaining accurate records of all project related 

documents. 

 Support audits and ensure easy retrieval of project records. 

 Train staff on document control systems and procedures. 

 Provide support in retrieving of managing documents. 

 Track changes and maintain up to date versions of documents. 

 Assist in the preparation of project closeout documentation, ensuring all relevant records are 

properly archived and handed over to the client. 

 



Key Skills: 

 Document Management Systems (DMS) 
 Aconex / EDMS / Oracle / PmWeb 
 Audit Support & Compliance 
 File Indexing & Archiving 
 Version Control & Document Tracking 
 Microsoft Office (Word, Excel, Outlook) 
 Internal & External Document Coordination 
 ISO Standards & Quality Procedures 

 

 

PERSONAL INFORMATION 

• Date of Birth    10.11.1980. 
• Gender     Male 
• Marital Status    Married 
• Nationality    Indian 
• Language Know 
• English     Fluent 
• Arabic     Basic 
• Hindi     Fluent 
• Urdu     Fluent    

Permanent Address Vill-Brindaban Malahi Tola, Post Brindaban Dist-
Gopalganj (Bihar) INDIA. 

• Hobbies    Swimming. 

Declaration: 

I do here with declare that all the above information mentioned by me is true to the best of my knowledge and 
belief.     

Md.Samsher Ali 

        Signature 
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