
 

 

 

 

 

TAMIMI GLOBAL CO. LTD, (KSA) 

Position:   QA/QC Document Controller

Duration: Jul 2023 – Present 

Key Projects: 

 

 

 

 

 

 

 

MIRZA ABDULLAH 
BAIG 
Document Controller  |Neom Approved |
Qiddiya Approved |                

WORK EXPERIENCE

 

 

 

    

 

CONTACT:

PHONE:

+966  573  081  383

EMAIL:

aabdullahbaig814@gmail.com 

Saudi Arabia

OBJECTIVES

Motivated and results-driven 
Document Controller seeking to 
leverage proven expertise in 
document management,
compliance, and quality assurance 
within a dynamic and forward-thinking
organization. Committed to optimizing
document work flows, improving 
operational efficiency, and 
contributing to the success of large-
scale projects in a challenging and 
collaborative environment.

PROFILE

Highly organized and detail-focused 
Document Controller with over 3 years
of experience in managing critical 
documentation across multiple large-
scale projects, including high-profile 
initiatives under the Neom 
development. Skilled in using leading 
document control software (Aconex 
Oracle, PQMIS), ensuring compliance 
with international quality standards,
and facilitating smooth coordination 
between stakeholders, contractors,
consultants, and internal teams.
Demonstrated ability to safeguard 
document integrity, maintain 
confidentiality, and meet tight 
deadlines under pressure. Known for 
excellent communication, problem-
solving abilities,  and a proactive 
approach to process improvement.

 

 

  

 

Qiddiya Project Lower Plateau
 Professional Village / Tiran MOD Facilities 710
 Alfanar Construction Village NRC-11 & NRC-13

 20k Neom Oxagon Project
 Neom Community NC-I & NC-II

Achievements & Responsibilities:

 Successfully managed and maintained accurate records for

multimillion-dollar projects under the Neom initiative, ensuring

full compliance with QA/QC standards.

 Oversaw the electronic document management system

(EDMS) to ensure the timely distribution, version control, and

storage of key project documents, including contracts,

submittals, drawings, specifications, and reports.

 Coordinated with multidisciplinary teams and external

stakeholders to ensure smooth information flow and rapid

resolution of document-related issues.

 Played a key role in improving document tracking systems,

reducing document turnaround time by 20%.

 Conducted regular audits and compliance checks, ensuring

that all project documentation met ISO 9001 and company-

specific quality management requirements.

 Provided training and guidance to junior team members on

document control protocols and software systems.

 Follow up and  expedite priority items with relevant  managers,

engineers, consultants, and contractors.

 Drive improvement to document control processes and

procedures.

 Manage and monitor the use of various Form setups among

team members.

 Prepare and manage the project master filing  and document

control systems to ensure all  project documents.





 

 

 

 

 

 

 

 

 

BISMILLAH ELECTRONICS, PAKISTAN 

Position:   Document Controller 

Duration: Jun 2022 – Jun 2023 

Achievements & Responsibilities: 

 Managed document control activities, including archiving, 

retrieval, and distribution of technical documentation for 

internal departments and client interactions. 

 Introduced standardized templates and naming conventions, 

improving document clarity and reducing misfiling incidents by 

30%. 

 Supported management in preparing reports, meeting notes, 

and project updates to enhance stakeholder communication. 

 
Ferotek (Mind bridge), Pakistan 

Position:   Document Controller 

Duration: Aug 2021 – May 2022 

Achievements & Responsibilities: 

 Provided document control support across multiple projects, 

ensuring alignment with client expectations and contractual 

obligations. 

 Collaborated with the QA team to identify documentation 

gaps and implement corrective actions. 

 Assisted with the development and refinement of internal 

documentation procedures to streamline operations 

EDUCATION 

 Bachelor of Commerce (B. Com), Punjab University, Lahore 

 Intermediate in I. Com, Superior College, Lahore 

 

 

TECHNICAL SKILLS:  

 
Aconex Oracle, PQMIS (Project Quality Management System), MS-

Office, Adobe Acrobat, Windows installation, Internet ability. 

 

 

COMPUTER LITERACY:  

 
MS Office (Word, Excel, Power Point) Microsoft Windows, Proficiency in 

sending and receiving email messages, attaching files, using a word 

processor, understanding file management, posting messages and 

navigating the Internet Web Internet. 

  

 

 

 

 

 

 

 

 

 

PERSONAL SKILLS:

Excellent spoken and written English 
Skills,  Problem Solving. Time Devoted,
Self-Motivated, Resulted Oriented,
Positive Attitude, and Ability to 
manage and communicate with a 
wide range of people.

COURSES:

Aconex Oracle
MS Office.
Project Quality Management (PSMIS).
Data Analysis.

LANGUAGES KNOWN:

English
Arabic
Punjabi
Urdu



14 Outer Regions
Riyadh, KSA
Riyadh
Saudi Arabia

MAIL TYPE
Workflow Transmittal

MAIL NUMBER
DAR-WTRAN-021716

REFERENCE NUMBER
DAR-WTRAN-021716

Final (WF-155233) 14-4800000794/000-IN-PMC Quality(CV QC inspector
technician/Engineer + PQD sub con/MEP T&C Third party)-IFR.

From Mr Muhammad Avais - Dar Al Riyadh Consultants

To (2)

Cc (8)

Sent Monday, 21 April 2025 1:06:44 PM AST (GMT +03:00)

Status N/A

Muhammad Avais Final (WF-155233) 14-4800000794/000-IN-PMC Quality(… 1:06 PM
DAR AL RIYADH CONSULTANTS WORKFLOW TRANSMITTAL DAR-WTRAN-021716

Mr Muhammad Avais - Dar Al Riyadh Consultants

Wafa Almasoudi - NEOM - Projects

Neom PMC Region 14 - Dar Al Riyadh Consultants

Mr Rabea Boarar - Dar Al Riyadh Consultants

NEOM Quality & Excellence Document Control - NEOM - Engineering & Technical Services Dept

NEOM Regional DC - NEOM - Projects

Hedar Alali - NEOM - Projects

Ms Linda Alsahli - NEOM - Projects

Mr Mohammed Alsaleem - NEOM - Projects

Mr 4800000794 TPE DCC - Tamimi PEB

 DOCUMENT ATTACHMENTS (2)

(0 selected)

File Document No Revision
Revision
Date

Title Status

14-594000-

4800000794-TPE-

HRM-CRS-000048

01 07/04/2025

4800000794-TPE-D&C Professional

Village/TIRAN MOD Facilities / CRS for CV of

Mirza Abdullah Baig QC Document Controller.

A - Work

May

Proceed

4/21/25, 8:25 PM Aconex

https://ksa1.aconex.com/hub/index.html 1/2

https://ksa1.aconex.com/rsrc/20250311.0730/en_AU_DOC/mail/view/index.html
https://ksa1.aconex.com/rsrc/20250311.0730/en_AU_DOC/mail/view/index.html
https://ksa1.aconex.com/rsrc/20250311.0730/en_AU_DOC/mail/view/index.html
https://ksa1.aconex.com/rsrc/20250311.0730/en_AU_DOC/mail/view/index.html


File Document No Revision
Revision
Date

Title Status

14-594000-

4800000794-TPE-

HRM-CVS-000055

01 07/04/2025

4800000794-TPE-D&C Professional

Village/TIRAN MOD Facilities/ Curriculum Vitae of

Mirza Abdullah Baig QC Document Controller.

A - Work

May

Proceed

 MESSAGE

Workflow Review History

The attached documents have completed the "14-4800000794/000-IN-PMC Quality(CV QC inspector technician/Engineer + PQD sub con/MEP

T&C Third party)-IFR." workflow with the following results :

This transmittal was automatically generated.

Doc No Step Participant Review Outcome Comments

14-594000-4800000794-

TPE-HRM-CRS-000048
NEOM/DAR_Review M Avais A - Work May Proceed

14-594000-4800000794-

TPE-HRM-CVS-000055
NEOM/DAR_Review M Avais A - Work May Proceed

4/21/25, 8:25 PM Aconex

https://ksa1.aconex.com/hub/index.html 2/2

https://ksa1.aconex.com/rsrc/20250311.0730/en_AU_DOC/mail/view/index.html
https://ksa1.aconex.com/rsrc/20250311.0730/en_AU_DOC/mail/view/index.html


12 NEOM Community Expansion
NEOM Spare
NEOM
Saudi Arabia

MAIL TYPE
Workflow Transmittal

MAIL NUMBER
NOP-WTRAN-080007

REFERENCE NUMBER
NOP-WTRAN-080007

Final (WF-012180) 1100011159/000 - Curriculum Vitae_R01 (CV/DC/QMN - NC1 North
Area Accommodation Units - Tamimi)

From Mr Mohammed Raziuddin - NEOM - Operations

To (2)

Cc (5)

Sent Monday, 14 October 2024 9:52:22 AM AST (GMT +03:00)

Status N/A

Mohammed Raziuddin Final (WF-012180) 1100011159/000 - Curriculum Vitae_R01 (… 14/10/2024
NEOM - OPERATIONS WORKFLOW TRANSMITTAL NOP-WTRAN-080007

Mr Mohammed Raziuddin - NEOM - Operations

Mr Rotciv Indino - NEOM - Operations

Mr Keith Johnstone - NEOM - Operations

Mr Hussain AlKhalifa - NEOM - Operations

Shafeeq Althowaimer - NEOM - Operations

Mr 1100001723 Site DC - Tamimi PEB

Mr 4800000673 TAMIMI NNADC - Tamimi PEB

 DOCUMENT ATTACHMENTS (1)

(0 selected)

File Document No Revision
Revision
Date

Title Status

12-900000-1100011159-

TPE-HRM-CVS-000022
02 14/04/2024

    

        
A - Work May

Proceed

 MESSAGE

Workflow Review History

The attached documents have completed the "1100011159/000 - Curriculum Vitae_R01 (CV/DC/QMN - NC1 North Area Accommodation Units - Tamimi)"

workflow with the following results :

This transmittal was automatically generated.

Doc No Step Participant Review Outcome Comments

1100011159/000  -  NORTH  AREA  ACCOMMODATION

UNITS  -  CV  OF  MIRZA ABDULLAH BAIG  -  DOCUMENT

CONTROLLER





 

 

 

 

 

 

 

 

CERTIFICATE OF COMPLETION 

 

PROUDLY PRESENTED TO 

Mirza Abdullah Baig 

FOR COMPLETING THE ADVANCED MASTERCLASS ON 

 

Conducted by 

Mr. Ather Naqvi 

Certified Professional Trainer 

Founder & CEO, IICA Computer Education 

Registration ID 
118824IOL1954 
 

Date of Reg. 
4/3/2025 
 

Basic to Advanced 
Microsoft Excel 







   

Areas of competency:
Logging in and basic search techniques (documents and mail)

Opening and downloading documents

Sending (transmitting) documents to others

Uploading and revising (superseding) single documents

Searching for older document revisions

Creating and sending mail to others

Inviting others to a project

Managing personal settings and preferences (e.g. session timeout and time zone)

Copyright © 2020, Oracle and/or its affiliates. All rights reserved.

Mirza Abdullah 

Baig

Has successfully passed the assessment for:

Aconex Associate

Date: 08/07/2023*



Oracle University Progress & History

Summary

Student Details

Student Name Email

  Mirza Abdullah Baig

Certifications Earne

abaig9419@gmail.com

d Courses Completed Videos Watched Video Minutes Viewed

1 5 47 187

Your History (8)

Last Accessed Title Type Duration Progress

16-Sep-2023 Aconex Associate Learning Path 02h:04m 100%

  

    

  

    

  

 

  

   

Certificatio

Oracle Certification Credentials (1

1 6-Sep-2023 Working with Documents Course 45m 1 00%

14-Sep-2023 Make Aconex work for you Course 13m 100%

14-Sep-2023 Working with Mail Course 23m 100%

14-Sep-2023 Aconex Fundamentals Course 36m 100%

13-Sep-2023 Aconex Accreditation Program Course 09m 100%

)

n Earned



 

Achievemen

Achievements (1)

t Earned



•••• 

�:.:::- Ferotek 
II Private Limited 

June 06, 2022 

Subject: Experience Letter 

TO WHOM IT MAY CONCERN 

This is to certify that Mr. Mirza Abdullah Baig bearing the NIC No. 35202-6803311-7 resident of 

Lahore, Pakistan was employed at Ferotek Pvt. Ltd. from August 2021 to May 2022. At the time of 

resigning he was working as a Document Controller. 

During the time I have found him to be honest, hard-working, conscientious, and cooperative. 

We wish him all the best for future endeavors. 

Sincerely, 

Zia ul Munim 

Head of Human Resource 

zmunim@mindbridge.net 

32 Empress Road, Ferozsons Building, Lahore, 54000, Pakistan, Tel: +(92) 42 111-070809 



TO WHOM IT MAY CONCERN

We are pleased to write this letter to inform you that the applicant
named MIRZA ABDULLAH BAIG working as a Document Controller at
BISMILLAH ELECTRONICS from JUNE 2022 to JUNE 2023.

During his tenure in the office with 0rganization, he participated in performing
the work with determination and sincerity. As we observed, he is active and
very qualified person and he could perform all of assigned task effectively.
Besides in my opinion he is motivated, devoted, professional, hard-working
and innovation person.

Moreover, MIRZA ABDULLAH BAIG demonstrate excellent behavior and
attitude during his service with us. We found him be sincere, truthful, reliable
sociable. He is also a pleasant person
to talk and work within a team.

He is represents our company with positive attitude and behavior to the
companies as we needed.













https://v3.camscanner.com/user/download

