
CURRICULUM VITAE 

 

SAIF ALI KHAN 
📄  QA/QC Document Controller 

📍 Address: RIYADH-Aljaradhiya, Sumeshi 

📞 Contact no. 0508295536 

📧 Email: saifalikhanafroz@gmail.com  

 

Professional Summary/Career Profile: 

Detail-oriented and highly organized QA/QC Document Controller with over 6 years of 
experience in managing, tracking, and maintaining quality assurance and quality control 
documentation in construction. I am skilled in documentation control systems, ISO 
standards, and regulatory compliance. Strong ability to coordinate with QA/QC teams, 
engineers, and project QA/QC managers to ensure proper documentation flow and 
version control. 

 

Professional strengths/Skills: 

● Document Control Procedures 

● Quality Assurance / Quality Control 
● Project Documentation Management 
● Transmittals / Submittals / RFIs 
● Quality Documentation types (ITPs, NCRs, RFI, WIRs & MIRs, etc.) 
● Prepare WIR, MIR & RFI 
● Record Archiving 
● Communication & Coordination 
● Data Entry & Reporting 
 
PROFESSIONAL EXPERIENCE 
QA/QC Document Controller 

Al Bawani Co LTD 
From 04-Dec-2022 to Till date 
 

● Managed the document control system for all project QA/QC documentation across 
multiple projects. 
● Controlled the distribution of latest approved documents and drawings to relevant 
stakeholders. 

● Maintained and updated logs for ITPs, WIRs, MIRs, NCRs, RFIs, and method statements. 
● Supported QA/QC Engineers in documentation required for inspections and audits. 
● Coordinated with subcontractors and suppliers for quality documentation submittals. 
● Handled incoming/outgoing documentation using EDMS (Aconex). 

mailto:saifalikhanafroz@gmail.com


● Maintained confidentiality and data integrity for sensitive project files. 
● Managed all QA/QC documentation including ITPs, RFI logs, NCRs, Material Submittals, 
and Test Reports. 
● Coordinated with QA/QC engineers to ensure timely submission and approval of 
documents. 
● Maintained document logs and ensured proper version control and distribution. 
● Supported the QA team with reports and data tracking. 
● Archiving, scanning, printing, registering and filling the projects documents. 
● Prepare all discipline FIR/WIR/MIR, prepare transmittal submitting to DAR consultant, 
Scanning, updating FIR/WIR/MIR log in excel. 

 

Education Qualification - 

 Graduate : Bachelor of Commerce from Magadh University in 2019 
 12th : M. H. K College, Motihari (2016) 

 S.S.C : From BSEB Board in (2014) 

 

Computer Skills – 

● ADCA (Tally ERP 9)- Advance Diploma in Computer Application 
● Microsoft 365, MS office/Word & Excel, Outlook, EDMS, PROLOG, Aconex 

 

PROFESSIONAL TRAINING – 

 
● One Year Diploma in industrial Safety Engineering from NIFSE Nagpur, Maharashtra 

in 2023. 

● IOSH (Institute of Occupational Safety and Health) from IASP Institute. 

● OSHA (Occupational Safety and Health) from IASP Institute. 

 

Personal Details – 
Name : Saif Ali 

Date of Birth : 09-06-1998. 
Nationality / Religion : Indian / Islam 
Marital Status : Unmarried 
Languages Known : English, Arabic & Urdu, Hindi 
Iqama Status : Transferable 
Current Location : Riyadh Saudi Arabia 

 
DECLARATION: 
I hereby declared that all the statements made in the above are true and correct to the best of my knowledge and 
belief. SAIF ALI. 



 



 



 



 



 



 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 



 
 
 
 

 
30-Hour - General Industry Safety OSHA Compliance Course 

SAIF ALI 
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