
 

 

 

 

 

   

 

  

   MIRZA SABA KARIM BAIG 

CONTACT DETAILS 

Mob:   0539635896 

Email:  skbaig81@gmail.com 

Iqama:  Transferable (Immediate) 

 

PASSPORT DETAILS 

Passport No:            R2455086 

Date of Issue:          09.08.2017 

Date of Expiry:        08.08.2027 

 

CURRENT LOCATION; 

Riyadh, Saudi Arbia 

 

PERMANENT ADDRESS; 

Bihar, India 

  

LANGUAGE KNOWN: 

English 

Hindi 

Urdu  

 

 DOCUMENT CONTROLLER 

PROFESIONAL QUALIFICATION  

 MBA (Master of Business Administration) from BU. Bhopal 
University, Bhopal MP INDIA in 2016   
 

 
 EDUCATIONAL QUALIFICATION 
 

 B.COM Graduate from B.N Mandal University, Bihar in  

2013 

 H.S.C (Intermediate) passed from B.S.E.B Patna Bihar  

 S.S.C (Matriculation) passed from B.S.E.B Patna Bihar 

COMPUTER SKILL  

 MS-OFFICE: - (WORD, OUTLOOK, EXCEL & Power Point) 

 ADVANCE EXCEL 

 DIPLOMA IN COMPUTER APPLICATION  

SKILLS  

 Proven ability to efficiently and precisely solve any problem at  

hand. 

 Document Management 

 Established capability to follow procedure and guide line 

TOTAL EXPIRIENCE DETAILS: 07+ year (04+ year Abroad+03-year India) 

 

WORK EXPERIENCE DETAILS IN SAUDI ARABIA:   

 Name of Company  : BAWAN AL-MEMAR CONTRACTING (BMCO) 

 Designation  : DOCUMENT CONTROLLER 

 Period    : 27.07.2025 – 01.12.2025  

 

 

 

 

 

OBJECTIVE 

Seeking a challenging and growth-oriented career where I can utilize 

my skill and knowledge with the opportunity for professional 

growth and excel by contributing towards the achievement of 

organizational goal with highest quality standard.  

 

mailto:skbaig81@gmail.com


WORK EXPERIENCE DETAILS IN SAUDI ARABIA:  CONSTRUCTION 

 Name of Company    :  MODERN BUILDING LEADER LTD. (MBL) 

 Designation    :  DOCUMENT CONTROLLER 

 Period      :  17.06.2023 – 26.07.2025  

WORK EXPERIENCE DETAILS IN QATAR:  OIL & GAS 

 Name of Company   :       AMWAJ 

 Client Company   :       QATAR GAS OPERATING CO. 

 Designation     :             DOCUMENT CONTROLLER 

 Industry     :             OIL & GAS  

 Period      :             06.01.2019 to 06.01.2021 

WORK EXPERIENCE DETAILS IN INDIA 

1. Name of Company    : LAKSMI INFRABUILDING PVT LTD. 

Designation    : DOCUMENT CONTROLLER 

Period     : 08.09.2015 to 19.10.2016 

 

2. Name of Company    : AHLUWALIA CONTRACTS PVT LD 

Designation     : DOCUMENT CONTROLLER 

Period     : 15.12.2016 to 28.10.2018 

 Roles & Responsibility: -  

 Coordinate all activities related to the Document Control procedure, including technical 
documents, drawings, and commercial correspondence. 

 Generate the various document control reports as required. 
 Maintain Work Inspections Request Log sheet. 
 Update time to time tracker. 
 Prepare MIR Log sheet. 
 Prepare Daily Reports Site Work activities, Manpower & Equipment details.    
 Maintain and manage all project documentation (drawings, contracts, submittals, RFIs, 

specifications, inspection reports, etc.). 

 Track and monitor document submissions, approvals, and revisions. 

 Distribute documents to internal departments, consultants, contractors, and clients. 

 Makes sure that controlled copies of latest approved documents and drawings given to the 
appropriate staff, subcontractors and suppliers as applicable. 

 Retrieve files as requested by employees and clients.  
 Maintain the flow of documentation within the organization. 
 Designed template for documents, file type, and document database. 
 Maintain both electronic and hard copy filing systems. 
 Controlling the flow of documents in and out of the department. 
 Coordinate with project managers, engineers, architects, and subcontractors. 
 Regularly update document logs and ensure consistency between hard and soft copies. 

 Read and analyze incoming memos, submission and reports to determine their significance 
and plan their distribution 

 
 
 
 
 



Others: - 
o Handle day-to-day administrative tasks, such as managing the departmental email, organizing files, 

and maintaining employee databases. 

o Maintain and update employee records, including personal information, attendance, and leave 

balances.  

o Prepared Joining letter for new hiring employees & scanning the paper for filling record. 

o Arranging the transportation for employee’s mobilization. 

o Proceed to all employee’s Iqama & Qiwa Contract as per the management advise.   

o Coordination with Finance department regarding Employee’s salary & overtime issues. 

o Maintain of employees Vacation & holidays records. 

o Coordinate with Camp Boss sometime for collecting the employee’s data. 

o Collecting the Daily reports form project site and submit to High management team. 

o Coordinate with transport department for pickup to new arrival employees from airport. 

o Arranging accommodation for new arrival employees with coordination Camp In charge. 

o Prepare employment letters, appointment letters, and contracts. 

o Collect and verify attendance, overtime, and leave records. 
o Manage office HR supplies and stationary logs. 
o Provide general administrative support (emails, documentation, filing). 
o Monthly combine highlights required to submit FM Focal point 
o Prepare & review Al-Sidra monthly time sheet for Qatar Gas and submit to FM Supervisor. Approval 

purposes 

 Vehicle Pass, Gate Pass & EMS Support; 

o Arrange temporary visitor pass for new employees to support daily work activity 
o Prepare the material pass as per request and submit to focal point for approval purposes 
o Prepare vehicle blue pass from portal to get plant access 

 
PERSIONAL INFORMATION  

 
Father Name   : Mirza Shakil Baig 
Date of Birth    : 15.01.1992 

Place of Birth    : Darbhanga 

Marital Status    : Married 

Nationality   : Indian 

Religion   :            Islam 

 

Declaration  

 

I do hereby declare that all information’s are true, correct to the best of my knowledge and belief, 

 

 

Date:           Mirza Saba Karim Baig 



Date:   01st December 2025 

 شهادة خبرة 

Experience Certificate 

This is to certify that Mr. MIRZA SABA KARIM BAIG, holding Indian 

nationality and Saudi Residence Identification No. 2545747335, is 

employed at Bawan Al Memar Contracting Co. in the position of 

Document Controller. 

He worked with the company from 27 July 2025 up to 01 December 

2025. During his tenure, we have found him to be an efficient and 

hardworking employee. 

This certificate has been issued at his request and without any 

responsibility on the part of the company. 

Human Resources Department

ة قسم الموارد البشري 



 
 

 مؤسسة فاطمة عايض محمد الزهراني
 للتشغيل والصيانة

٤٠٣٠٤٧١٧١١س . ت :  s 

Fatima Ayedh Muhammad Al-Zahrani Est. 

for operation and maintenance 

C.R: 4030471711 

 

EXPERIENCE LETTER 

 

Date: 26 July 2025  

Name: MIRZA SABA KARIM BAIG 

Nationality: INDIA 

Iqama No: 2545747335 

Passport No: R2455086 

 

 

TO WHOM IT MAY CONCERN 

This experience certificate is presented to certify the employment of MIRZA SABA KARIM BAIG 

with MODERN BUILDING LEADERS as a DOCUMENT CONTROLLER from the date 16 May 2023 to 26 Jul 

2025. During his tenure, Mr. MIRZA SABA KARIM BAIG consistently demonstrated exceptional 

professionalism and skills.  

Mr. MIRZA SABA KARIM BAIG has consistently exceeded expectations and contributed significantly and 

he is leaving our organization voluntarily and in good standing. 

We wish you continued success in your future endeavors.  
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6th January 2021 

Ref.: E.R/24318/2021 

Cert~ficate of Employment 
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This is to certify that Mr. Mirza Saba Karim Baig, holder of INDIAN passport number 

R2455086 is employed by AMW AJ Catering Services Company as Document Controller 

from 06 January, 2019 to 06 January, 2021. 

This Certificate is been issued upon his request without any liability to the Company 

whatsoever. 

Faisal Darwis~ bani 

HR Manager 

z 



REF: ACL/HR-5498/2018 

Ahluwalia Contracts 
(India) Limited 

ENGINEERING ~ D ESIGNING~ CONSTRUCTION 
Head Offi ce: M-1, Saket, New Delhi-11 0 01 7 

Tel. : 40504500 Fax : +91-11-40504558 
E-mriil . mai/@acilnet.com Website : www.acilnel.com 

Date: 28.10.2018 

TO WHOMSOEVER IT MAY CONCERN 

This is to certify that Mr. Mirza Saba Karim Baig has worked with our company 
Ahluwalia Contracts (ilndia) Limited as a "Document Controller", from 15th 

December, 2016 to 28th Oct0ber, 2018. 

During the period of his service we found him sincere, honest, punctual, efficient, 
intelligent and hard working. 

To the best of our knowledge and belief, he bears a good moral character. 
We wish him to best of his future career for prospect us. 

For Ahluwalia Contracts (India) Limited 

~~ 
Authorized Signatory 

(Anil Dhar) 

Regd. Office : Ahluw alia House, 4 Community. Centre, Saket, New Delhi-110 017 
Phone: 41 66 4016, 2656 2676 Fax : 91-11-2685 2036 



LAKSHMI INFRA BUILDCON PRIVATE LIMITED 
A-lG. F1on!nte VWa. Sulbanl LolMll Goll Ooul'II! 61191\1kJn 1'old. Sedor~57. Gurgaan-122002. H.uyanA. 1ndia.. 

'nll : ◄..0 1 · 114-4294462 l'u: ·+91-124-40!8425 • Dnall: laksh~@gmail.mm 

Ref. : lll3PL/H R/3587 /16 Date : 19th October, 2016 

TO WHOM SO EVER IT MAY CONCERN 

This is to certify that Mr. Mirza Saba Karim Baig was an employee of our organization as a 

'Document Controller' from 08th September, 2015 to 19th October, 2016. 

He is hard working and excellent performance during the job. 

We wish him all the best in his future endeavors. 

For Lakshmi Infra Buildcon Private Limited 

Authorized Signatory 

Regd . Otttce : M-304 . Dharma Apanments. 2. 1.P. Enensaon. Delhi-110092. lndla 
ClN : U4540001.2012PTC244992 
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Roll No. 15-l690024 
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Master of Business Administration 
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'Wfiereas MIRZA SABA.KARIM BAIG 
( S/o/B/0/Hfb Shri MIRZA SHAKIL BAIG. Smt. FEROZA BEGAM ) has 

undergone studies for two years in the subject 
MASTER OF BUSINESS ADMINISTRATION (M.B.A.) as a Regular/~dent of BANSAL INST. OF SCIENCE & TECH. BHOPAL and has 
passe0 the examination for the said (2jegree with specialization in 

FINANCE Management held in the 
Year 2016 In SECOND Divislom. 

'Tfieref ore he / ~ has been admitted to the degree of 
MASTER OF BUSINESS ADMINISTRATION (M.B.A.) of this~n·versity . 

. GI :. . r"'! ~ B'V~ · . c6<'ioN~a fflQ"IN, (~J{.) ~. ~ - ~ Registrar Bhopal, (M.P.) India, Date: Vice-Chancellor 









5, Mob.: 55801738) 



QATARGAS 

' 

.··· • 
··~-~~.-·.· 

- .-..-. - ' ·--

Safety Training Section 
Qatargas Safety Passport 

Contact: + 974 4473 8208/ SEQTraining@qata rgas.co m.qa 

Name : Mirza Sabakarim 
Company : AMWAJ 

Dept/Section : 

SAP/ID No : 24318 

Qatar ID No : 
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