
MUHAMMED NASEEF
SENIOR DOCUMENT CONTROLLER

WORK EXPERIENCE

PROFILE

To secure a challenging and rewarding position as a Senior Document
Controller, leveraging 13 years of extensive experience in document
management, drafting, project coordination, and quality control to
ensure efficient documentation processes, strict compliance with
company and project standards, and seamless communication across
multidisciplinary teams

2025 - PRESENTSaud Consult
Senior Document Supervisor
Client : King AbdulAziz University - Jeddah

Develop and maintain document control processes for the
efficient management and recording of all documentation.
To maintain a safe and secure working environment for
Document Control.
Implements systems for monitoring documentation
communication from both internal and external clients using
Project Management Software.
To prepare for outgoing correspondence logging-in and
dispatch, tracking, monitoring, and to coordinate and follow-
up.
Day-to-day updates of in and out logs, meeting minutes,
preliminary and detailed construction drawings registration,
and other necessary registration.
To provide monthly input progress reports
To maintain project correspondence (hard copies and soft
copies) which can be stored, retrieved, archived, and indexed
efficiently
To register or save project internal and external documents on
PCM (An Electronic Document Management Database
System) and distribute all types of submittals such as: project-
related all approved drawings, method statements, RFIs,
material submittals, design calculations, daily reports, NCRs,
etc.

EDUCATION

 SOFTWARE SKILLS

BHARAT SEVAK SAMAJ-(BSS)

Diploma in Civil Engineering

2020-2022

Diploma in Building Designing

ITI KERALA -INDIA
2011-2012

Bachelor of Commerce

PERIYAR UNIVERSITY 
TAMILNADU

2008-2011

Oracle Primavera( PCM)
Oracle Aconex
MS Office
AutoCAD
3ds Max
VRay
Outlook
SharePoint 
Adobe Photoshop

CONTACT

0557302583

nasmax2012@gmail.com ,

Al Sulaimaniyah() Dt- Jeddah

http://linkedin.com/in/
naseefpulppadan

mpulppadan@kau.edu.sa



2013 - 2025Zuhair Fayez Partnership Consultant
Senior Document Controller & Draftsman
Client : King AbdulAziz University - Jeddah

To register or save project internal and external documents on
PCM (An Electronic Document Management Database
System) and distribute all types of submittals such as: project-
related all approved drawings, method statements, RFIs,
material submittals, design calculations, daily reports, NCRs,
etc.
Receiving documents from Disciplines after Project
Management approval
Implements systems for monitoring documentation
communication from both internal and external clients using
Project Management Software.
To prepare for outgoing correspondence logging-in and
dispatch, tracking, monitoring, and to coordinate and follow-
up.
To provide monthly input progress reports
Liaise with Project Management team, clients, and
subcontractors effectively and resolve problems and issues
related to documentation.
Scan and storing for all the drawings and technical submittal
and following.
Prepare the design drawings for the design receiving from
KAU
Prepare and modify of the pending tender drawings

PERSONAL SKILLS

Silver Jeddah East -Jeddah
Draftsman & Document Controller 

Preparing  tender. design , shop and as built drawing
Document work(RFI, PTW, CPC and MIR etc.)
Scan and storing for all the drawings and technical submittal
and following up the submittals circulations
Printing hard copies (A4, A3, A2, A1, A0)

2012 - 2013

Inex Builders and Designers - Kerala 2011 - 2012
Draftsman and 3D designer

Preparing  drawings
Preparing 3D view

Ability to work within
teamwork oriented
Able to work under pressure
of industrial environment.
Excellent communication
interpersonal.
Co operative mentality to
the co‑ workers

PERSONAL DETAILS 
DOB: 01-12-1990
Nationality: Indian
Marital Status: Married
Driving License : Valid

LANGUAGES

English
Arabic
Hindi
Malayalam

REFERENCE

Abdulwahed Qasem Saif
technical Manager- ZFP- KAU
Phone : +966559531980
Mail : asaif@kau.edu.sa

DECLARATION

I hereby declare that all the information contained in this resume is in accordance with facts or truths to
my knowledge. I take full responsibility for the correctness of the said information

Muhammed Naseef Pulppadan
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MUHAMMED NASEEF  PULPPADAN

Membership Category: Technical

Specialization: Civil Technician

Membership Start Date: 10/9/2024
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BOARD OF EXAMINATIONS
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