
MIRZA WAHAJ BAIG 
LEAD DOCUMENT CONTROLLER 

PROFILE 

14 Years of experience, in 

Project Administration and 

Analytical Documentations 

Understanding of 

Confidentiality Rules and 

Appropriate Filing Systems. 

CONTACT 

PHONE: 

+966 58 3429897 (WhatsApp) 

+966 53 8196428 

IQAMA 

Transferable 

WEBSITE

https://www.linkedin.com/in/mirza-

wahaj-baig-970011192/  

EMAIL

Xs2wahaj@gmail.com 

NATIONALITY 

Pakistan 

EDUCATION 

Virtual University of Pakistan- 2013 

Bachelor Business Administration 

Board of Intermediate Education- 2009 

HSC 

Board of Secondary Education- 2007 

SSC 

WORK EXPERIENCE AND BACKGROUND 

Experience in Asia and Middle East, having Highly 

knowledgeable and analytical Documentation Specialist 

and has excellent attention to detail and strong 

organizational skills. Having good understanding of 

confidentiality rules and appropriate filing systems of full 

detailed construction packages, transmittals, submittals 

and correspondence. 

In addition, has also been experienced in Office Able to 

work both independently and in a team environment, has 

also worked on various high-end residential (Apartments & 

Villas), hospitality, education and roads line projects. 

SKILLS 

Aconex 

Asite 

Unix 

Sharepoint 

Ms Office 

Acrobat 

MARITIAL STATUS 

Married

https://www.linkedin.com/in/mirza-wahaj-baig-970011192/
https://www.linkedin.com/in/mirza-wahaj-baig-970011192/
mailto:Xs2wahaj@gmail.com


WORK EXPERIENCE 

DAR INTERNATIONAL ENGINEERING 

FROM 2024 TILL DATE. 

POSITION: 

PROJECT LEAD DOCUMENT CONTROLLER 

CONSTRUCTION SUPERVISION CONSULTANT (CSC) 

PROJECT: PARKS, TRAILS AND GATES 

CLIENT: DIRIYA DEVELOPMENT GATE COMPANY 

PMC: ELLISDON 

RESPONSIBITIES: 

Overall responsibility for developing, managing and maintaining the document 

control systems for all projects/programs. 

Implementing, modifying, and maintaining the structure/system in new PRODOM 

in order to manage all flows of documents. 

analysis of Contractor’s produced documentation to check the compliance 

with company standards regarding numbering, graphic charts, symbols and all 

others aspect related to document quality. 

Providing Project Management with all relevant information required for 

weekly/monthly project reporting. 

Carrying out any other duties or tasks that may be assigned by hierarchical 

superiors 

THE FUNDAMENTAL INSTALLATION OF ELECTRIC 

WORKS – FIRST FIX (CONTRACTOR) 

FROM 2021 TO 2024 

POSITION: 

PROJECT DOCUMENT CONTROLLER SUPERISOR 

PROJECT: WDS (WORLD DEFENSE SHOW) 

CLIENT: GAMI 

PMC: SAUDI ARCHITECT 

PROJECT: B05- FAMILY FARMS (DIRIYA) 

CLIENT: DIRIYA DEVELOPMENT GATE COMPANY 

PMC: JASARA 

CSC: DAR ALHANDASA 

RESPONSIBITIES: 

Processes, distributes, and maintains controlled documentation. 

Supervise day to day Documents and Record Control Operations, 

Policies and Procedures for the secure management and access of 

Company Information Assets. 

Execute and enforces security protocols for the access, storage, 

backup, maintenance, reproduction, protection and disposition 

of all documents. 

Maintain auditing, monitoring and change control systems to 

insure the documents integrity, quality and version control. 

Supervises and leads the documentation department and staff. 

DAR INTERNATIONAL ENGINEERING 

FROM 2020 TO 2021. 

POSITION: 

SR. DOCUMENT CONTROLLER ARCHIVE SPECIALIST 

CONSTRUCTION SUPERVISION CONSULTANT (CSC) 

PROJECT: WATER DESALINATION PLANT 

CLIENT: SWCC 

PMC: TRECTABLE 

RESPONSIBITIES: 

Authenticate and appraise historical documents and archival 

materials. 

Create and maintain accessible, retrievable computer archives and 

databases, incorporating current advances in electric information 

storage technology. 

Prepare archival records, such as document descriptions, to 

allow easy access to information. 

Scan and convert archival documents into electronic data. 

Develop safety protocols to protect archival data, records and 

documentation. 



ABV ROCK GROUP (CONTRACTOR) 

FROM 2016 TO 2020 

POSITION: 

SENIOR DOCUMENT CONTROLLER 

PROJECT: SOUTH BORDER HOUSING PROJECT 

CLIENT: MINISTRY OF DEFENSE 

PMC: ARCHEN 

RESPONSIBITIES: 

Maintained all company documents. 

Checking FTP Server, uploading and downloading of document. 

Prepares and updates of distribution matrix for vendors and subcontractors 

Coordinates the generation, distribution, review, 

tracking and transmittal of all documents, technical and nontechnical, 

throughout the Company. 

Checking in system all relevant location documentation and ensures 

the technical documents are stored properly and creates efficient 

data storage/filing systems. Develops and maintains an up-to-date 

efficient system. 

Provided support to project engineering management team with 

regards to technical document management, bulk uploading and 

downloading of technical documents in the company using interface 

applications program to Local Net Work Server. 

MASCO (MOHAMMAD ALI AL SWEILUM GROUP) 

CONTRACTOR 

FROM 2013 TO 2016 

POSITION 

DOCUMENT CONTROLLER 

PROJECT: HHR HARAMAIN HIGH SPEED RAIL 

CLIENT: SAUDI ARABIA RAILWAYS 

PMC: DAR AL HANDASA 

RESPONSIBITIES: 

Gather and input project documents reports and templates. 

Review all documents for accuracy and compliance with 

standards. 

Utilize MS Access and proprietary database systems to 

manage documentation. 

Coordinate project documentation requests with project 

managers. Generate technical reports for data outlining project 

results 

Designed standardized documents and forms for project 

file documentation. 

Answered questions and retrieved information from filing 

systems for project staff. 

Created templates for advanced project work to organize 

information effectively. 

Improved responsiveness of document department by 

recommending role restructuring. 

Prepared long term storage boxes to meet project 

documentation requirements after completion. 



FARAJ SHARIYAN AHSAN & CO. CONTRACTOR 

FROM 2011 TO 2013 

POSITION 

DOCUMENT CONTROLLER 

PROJECT: 

EASTERN BORDER HOUSING PROJECT 

CLIENT: MINISTRY OF DEFENSE 

PMC: ARCHEN 

RESPONSIBITIES: 

Planned, controlled and directed the document control functions for 

a mining study. 

Organized and reviewed project deliverables with the engineering 

team and monitors quality to ensure all documents conform to 

established standards and procedures. 

Trained project personnel in automation tools and document control 

procedures. 

Created and implemented the RFI process within the project. 

Directly supported Contracts Manager with the RFP process and 

reviewing invoices 

Data entry through Share File, PDM System Software and Excel, 

entered up to 100 documents daily 

Handled all hard copy and electronic filing 

Responsible for all invoicing to and from clients and vendors 

Created power point presentations for executive quarterly reviews 

with clients/vendors 

Cross reference of all project tags on drawings and in documents 

I would like to offer my services for your esteemed organization.  My resume is 

attached herewith for your kind perusal and hope it will meet your requirement. 

Faraj Shariyan Ahsan & Co.




























