Ahmed Mostafa

Document Controller

R, 0547225042 '@ amostafaddc@gmail.com © Riyadh, Saudi Arabia z= Egyptian

Professional Summary

Experienced Document Controller with over 5 years in document and data management.
Skilled in organizing, auditing, and maintaining documents with a keen eye for detail.
Capable of working under pressure and meeting deadlines. Always eager to improve and
adopt the latest trends in document control technologies.

Technical Skills

¢ Document Management Systems (ACCONEX, SharePoint, Acrobat Pro)
» MS Office (Excel {VBA}, Word, PowerPoint, Outlook)

¢ Adobe Photoshop

¢ Cloud Storage (Google Drive, OneDrive)

¢ SAP MM End User, Odoo ERP Systems

Work Experience

Document Controller (Admin)/ SAP MM User — Purchase Requisitions & Invoices

WAJA Contracting
JAN 2025 — Present | Riyadh, Saudi Arabia

« Managing project documents, technical submittals, and drawings with proper version
control and tracking.

« Coordinating with site and office teams to ensure timely submission and approval of
documents.

e Supporting the preparation and follow-up of contractor progress payments and final
invoices.

e Hands-on user of SAP MM module, responsible for creating and tracking purchase
requisitions (PRs) and submitting contractor invoices through the system.

e Maintaining organized records to support audits, reviews, and reporting requirements.



Senior Document Controller (Senior)

AL-RABA ALALY Contracting
Aug 2022 — Dec 2024 | Riyadh, Saudi Arabia

o Led document control operations on multiple construction projects.

e Supervised junior team members and ensured compliance with document control
procedures.

o Managed submittals, shop drawings, RFIs, and contract-related documentation.

o Coordinated with engineering, procurement, and QA/QC teams for proper document
flow.

« Began supporting invoice submission and procurement documentation tracking.

Document Controller (Junior)

Talaat Mostafa Contracting
Feb 2021 — May 2022 | Egypt

e Assisted in managing and organizing technical documents and transmittals.

« Maintained logs for drawings, approvals, and correspondences.

e Supported engineers and document control team with daily submissions and filing.

e Gained solid understanding of construction document workflows and control systems.

Accountant

Atlantis Books
Apr 2020 — Jan 2021 | Egypt

o Recorded daily financial transactions and maintained ledgers.
o Assisted in invoice preparation, expense tracking, and petty cash control.
o Introduced to documentation standards and archiving of finance-related records.

Education
Bachelor of Commerce - Accounting
Zagazig University, Egypt | 2015 - 2019

Languages
Arabic: Native
English: Very Good (Reading & Writing), Good (Speaking)
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