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.

MIRZA ABDULLAH
BAIG

Document Controller | Neom Approved |
Qiddiya Approved |
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Position: QA/QC Document Controller

Duration: Jul 2023 - Present i
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Key Projects:

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 feams and external
stakeholders to ensure smooth information flow and rapid
resolution of document-related issues.

Played a key role in improving document fracking system:s,
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.



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

BISMILLAH ELECTRONICS, PAKISTAN

Position: Document Conftroller
Duration: Jun 2022 — Jun 2023

Achievements & Responsibilities:

e Managed document control activities, including archiving,
retrieval, and distribution of technical documentation for
internal departments and client interactions.

e Infroduced standardized templates and naming conventions,
improving document clarity and reducing misfiling incidents by
30%.

e Supported management in preparing reports, meeting notes,
and project updates to enhance stakeholder communication.

Ferotek (Mind bridge), Pakistan

Position: Document Conftroller
Duration: Aug 2021 — May 2022

Achievements & Responsibilities:

e Provided document conftrol support across multiple projects,
ensuring alignment with client expectations and confractual
obligations.

e Collaborated with the QA team to identify documentation
gaps and implement corrective actions.

e Assisted with the development and refinement of internal
documentation procedures to streamline operations

EDUCATION

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



4/21/25, 8:25 PM

Muhammad Avais
DAR AL RIYADH CONSULTANTS

14 Outer Regions
Riyadh, KSA
Riyadh

Saudi Arabia

MAIL TYPE
Workflow Transmittal

Aconex
Final (WF-155233) 14-4800000794/000-IN-PMC Quality(... 1:06 PM
WORKFLOW TRANSMITTAL DAR-WTRAN-021716
\ gl s ] jl=
DAR AL RIYADH
MAIL NUMBER REFERENCE NUMBER
DAR-WTRAN-021716 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) Mr Muhammad Avais - Dar Al Riyadh Consultants

Wafa Almasoudi - NEOM - Projects

Cc (8) 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

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

Status N/A

DOCUMENT ATTACHMENTS (2)

(0 selected)
File Document No

14-594000-

4800000794-TPE-

HRM-CRS-000048

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

= Revision )
Revision Title Status
Date
4800000794-TPE-D&C Professional A - Work
01 07/04/2025 Village/TIRAN MOD Facilities / CRS for CV of May
Mirza Abdullah Baig QC Document Controller. Proceed


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

4/21/25, 8:25 PM Aconex

) . Revision )
File Document No Revision ; Title Status
ate
14-594000- 4800000794-TPE-D&C Professional A - Work
4800000794-TPE- 01 07/04/2025 Village/TIRAN MOD Facilities/ Curriculum Vitae of ~ May
HRM-CVS-000055 Mirza Abdullah Baig QC Document Controller. 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-

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

14-594000-4800000794-

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

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

22


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

Mohammed Raziuddin
NEOM - OPERATIONS

12 NEOM Community Expansion

Final (WF-012180) 1100011159/000 - Curriculum Vitae_RO01 (... 14/10/2024
WORKFLOW TRANSMITTAL NOP-WTRAN-080007

NEOM Spare 3
NEOM NEOM Do LI
Saudi Arabia

MAIL TYPE MAIL NUMBER REFERENCE NUMBER
Workflow Transmittal NOP-WTRAN-080007 NOP-WTRAN-080007

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

From

To (2)

Cc (5)

Sent

Status

Mr Mohammed Raziuddin - NEOM - Operations

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

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

N/A

DOCUMENT ATTACHMENTS (1)

(0 selected)

File

MESSAGE

Revision
Document No Revision Title Status
Date
1100011159/000 - NORTH AREA ACCOMMODATION
12-900000-1100011159- A - Work May
02 14/04/2024 UNITS - CV OF MIRZA ABDULLAH BAIG - DOCUMENT
TPE-HRM-CVS-000022 Proceed

CONTROLLER

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

Doc No

following results :

This transmittal was automatically generated.

Step Participant Review Outcome Comments
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DOCUMENT SUBMITTAL FORM
Document
Contractor ALFANAR CONSTRUCTION Sabrmittal i) 14-620000-4800000583-FFL-CVS-HRM-020
Contract no. 4800000583 Date 28-09-2023
Document no. ’ Type Description Rev ne Acﬂimn‘»ﬁe{qm’iﬁed
14-620000-4800000583-FF L-CVS- cvs g)/nl;'r%r”eQrC:» TDAOI\E:JI\?lTent ’ Approval [J Comments
BN (MIRZA ABDULLAH BAIG) O information  [J Other

Contractor authorized sianator V

Submitted by
Name Abdul Wahab
Job Title QA/QC Manager- Tamimi

A

Signature Ci\gbé
AGD

Reviewed by Approved by
Name Farrukh Naveed Khan Samiyoddin Shaik
Job Title QA/QC Manager-EP¢. QA/QC Manager-AGD

3 o |
». S .
Signature /agxﬁ? @L ‘&r
F

Project Monitor (Hanmi Global)
Project Monitor (HG) Date
Signature

[J Review and information




Integrated Institute
of Computerised Accounts

lncA

Compuler Education
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CERTIFICATE OF COMPLETION

PROUDLY PRESENTED TO

Mirza Abdullah Baig

FOR COMPLETING THE ADVANCED MASTERCLASS ON

Basic to Advanced
Microsoft Excel

Registration ID
11882410L1954

Date of Reg.
4/3/2025

Conducted by
Mr. Ather Naqvi
- Certified Professional Trainer
Founder & CEO, IICA Computer Education
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This Certificate is Awarded to
MIRZA ABDULLAH BAIG

Qa/aC DOCUMENT CONTROLLER
ID#2549822439

TAMIMI Global Company Limited

This certificate of Appreciation is recognition of your Outstanding and Enduring Commitment to
your Department. We thank you for your Service , leadership Skills and Innovative Ideas at our
Project.

Project : D&C of Professional Accommodation Village - Site F - 5040 Units -4800000710

G U

KEVIN FOX

PROJECT MANAGER — NEOM OUTER REGION
Issued on: 28" JULY 2024
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OF APPRECIATAION

- ————— R R R —f =

THIS CERTIFICATE IS PROUDLY PRESENTED TO

MR. MIRZA ABDULLAH BAIG

This Certificate of appreciation is awarded to him for his Best Effort, Safe Attitude and His

performance as Qa'Q)¢c Document Controller for Achieving

Million Safe Man Hours

During the construction activities in this project without Lost Time Incident

Dated. 25-December-2023

Tamimi HSE




ORACLE

University

Aconex Accredited

Associate

Mirza Abdullah
Baig

Has successfully passed the assessment for:

Aconex Associate

Date: 08/07/2023*

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.



Oracle University Progress & History

Summary

Student Details

Student Name

Mirza Abdullah Baig

Email

abaig9419@gmail.com

Certifications Earned 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%
16-Sep-2023 Working with Documents Course 45m 100%
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%
Oracle Certification Credentials (1)
Certification Earned




Achievements (1)

Achievement

Earned

ORACLE

University

Aconex Accredited

Associate




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 | have found him to be honest, hard-working, conscientious, and cooperative.

We wish him all the best for future endeavors.

Sincerely,

e

- R R g

:’:?"'ufﬁr’;" ';":--";.;-' o e e e

Zia ul Munim
Head of Human Resource
zmunim@mindbridge.net

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



i
3& BISMILLAH
s [ ECTRONICS

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 Organization, 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.

51-A Abu Bakar Block, New Garden Town, Lahore-54600, Pakistan
Ph: +#92-42-359134368 Emall: infoi@biselectronics.net
www. biselectronics.net
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Serial No. 954549 b B, 0

- -

Board of Infermediate & Secondary Education, Lahore

Rpll No. 605524

EXAMINATION 2020

{y ronup

Certified that  MIRZA ABDULLAH BAIG

Son/Daughter of  MIRZA WAHEED BAIG (34012 TSR 5)
Begistration No. 4H09-3404-2018

College Distnct  SUPERIOR COLLEGE OF COMMERCE, MAIN G.T ROAD, OPPOSITE RAVI TODL PLAZA,
YILLAGE TARR GARH, SHAHDARA, LAHORE

hax pasied the Intermediate Exgmination under palicy notified vide NSO (Boards) 13-1/2020 dated 19-09.2020
in FULL ara REGULAR randidate. The marky mwarded are the Best prediction of the
performance and har been awarded under COVED-19 Exgminatson Folicy, hemee connidered ai valid and’ fair.

MARKS Helative
. URDU (i]
EMGLISH 136 C
ISLAMIC EDUCATION B+
PAKISTAN STUDIES B+
PRINCIPLES OF ACCOUNTING A
PRINCIFLES OF ECONOMICS & COMMERC AL GEOGRAPHY C
PRIMCIFLES OF COMMERCE & BANKING A
BUSINESS MATHEMATICS & STATISTICS &6 B+

B 0 N B L

Additional marks lptn‘ﬂi of marks obiained in Fart-k:
TOTAL MARKS fIn Words)  ERGHT HIU/NDRED FOURTEEN

Internal Grade ; A+

Resplt Peclared On _ Sepainber T2, 2600







seriaf No, 0755661 B8 )

Board of Jutermediate & Secondary Bducation, Lakore

Roll No. 242072

Enrofment No.  I7495-5P.02-2017

SECONDARY SCHOOL CERTIFICATE ANNUAL EXAMINATION 2018

SCIENCE GROUP

MIRTA ABDULLAH BAIG
MIRZA WAHEED BAIG {35 I0T-TTUSHAS-I|

———

05/01/2002  (FIFTH JANUARY TWO THOUSAND TWO)
LAHORE

has passed the Secondary School Certificate Exgmination, conducted by this Boand in
PRIVATE  condiidite. He/She offered the sulijects and oftained the marks as follows:

Sr.Ne, Bubiert Maximsm Ohtained :
LIRDOL 150 108 g
ENGLISH 150 108
ISLANMIYAT 10 TH
PAKISTAN STUDIES 100 il
MATHEMATICS 150 133
PHYSICS 150 94
CHEMISTRY 150 a4
BIOLOGEY 150 106

TOTAL MARKS (In Figures) 1100
(in Words) EIGHT HUNDRED ELEVEN

08 1 2 O 0

External Grade : A

SECRETARY




GRADING FORMULA

PERCENTAGE OF MARKS GRADE BEMARKS
[ =L |54 Hia
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i e 1
W =S LI ark

INTERN:
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BTt an Tni

minalian

B8 quring

ing the

Fﬁmﬂn

ra N
External Grade Awarded by Board [ urhﬁr'ml'r:ﬂm:hl ;
: " T
Whishurry OF Fruder af e o & m‘-u"ﬁli‘ﬂ

internal Grade Awarded by Institution Mmﬁlhh”
08 JUN2023
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Mirza abdullah
3aig

Fmployer
Tumimi Global

Occupation
Document Controller

Workforce 1D
45891100

CONTRACTOR

 EE  Giooe

WISETOR FASS

MIRZA BAIG
2549922439
ALTAMIMI
SL/10f2025

FOR EMERGENCY PLEASE CAILL
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https://v3.camscanner.com/user/download

