
My desire is to work with a company that provides open work environment,
uses latest technology, empowered with technically qualified and skilled
people, offers excellent growth opportunities and remuneration matches the
best in the industry.

CAREER OBJECTIVE

Skill
Aconex
MS-Word, Excel, PowerPoint, Access
Outlook. PDF Editor 
D C H E (Diploma in Computer
Hardware Engineering,)
Installation of Software’s. Windows
C C N A (Cisco certified Network
Associate)
Type Writing (Lower), shorthand
practice.
Tally, ERP 
Focus, Peachtree, Tata Ex

Education
Osmania University
B.com (Bachelor of Commerce) 
Completed in 2014

+966 555 271 809
Saudi Arabia
Nationality: Indian Hyderabad

mdaltafali0@gmail.com
Contact

MOHAMMED ALTAF ALI
Document controller 

Gender                     :  Male           
Marital status          :  single
Languages known  :  English,
Hindi, Urdu, Telugu, Arabic

IQAMA  DETAILS:
Iqama Status    :  Transferable 
Date of issue     :   03/02/2024
Date if expiry     :   09/04/2026

       STRENGTHS:
Strong leadership and interpersonal skills
Quick learner and adaptive to new
environments
Positive attitude, team player, and

      proactive problem solver
High level of responsibility and initiative

PROFESSIONAL SUMMARY:
Dedicated and detail-oriented Document Controller with over 4 years of
experience supporting large-scale infrastructure and industrial projects in
Saudi Arabia and India. Proficient in document control systems including
Aconex and EDMS, with a proven ability to manage documentation workflows,
maintain data accuracy, and support project delivery. Strong interpersonal
and organizational skills with a positive attitude and adaptability to dynamic
work environments.

 WORK EXPERIENCE

 Al Ohdah / Client: AL-FANAR  — Document Controller
Project: Neom Residential Community NRC-17 Shigri KSA

   August 15- 2024 to 15-September-2024
Key Responsibilities:

Responsible for maintaining & controlling the issue of project
technical documents as per the Document Control Procedure on
Aconex.
Participated in weekly Document Control (DC) meetings with
PMC, consultants, and contractors to share progress and resolve
coordination issues.
Managed the Electronic Document Management System (EDMS)
by scanning, cataloging, archiving, and maintaining up-to-date
digital records.

ANM Consortium / Client: RCRC — Document Controller
Project: Riyadh Metro Line-3, Station 3E2

Sep 20, 2024 – Present
Responsible for maintaining & controlling the issue of project technical
documents as per the Document Control Procedure on Aconex.
Prepared and submitted TWR (Testing Witness Reports) for approval to
RMTC.
Conducted weekly progress meetings and shared updates with clients,
PMC, and contractors.
Developed and maintained logs, transmittals, and shop drawing
records.
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Approvals, Weekly Progress report of Transmittals
On Aconex: Preparing & Issuing the transmittals for Inspection Reports (IR/MIR), Technical Submittals (Material,
Method Statements, Inspection Test Plans, Pre-qualifications)
Created and transmitted Testing & Commissioning Reports following established workflows.
Implemented document/data management solutions focusing on compliance, security, and accessibility.
Verified retention requirements and facilitated document closeout activities including packaging, cataloging,
and long-term storage or destruction per client guidelines.
Supervised a team of document controllers to ensure timely and accurate submission of technical and
commercial documents.
Utilized Microsoft Office Suite (Excel, Word, PowerPoint) for reporting, data entry, and project communication.
Ensured data accuracy and validation by reconciling field reports with the master database.
Generated reports through spreadsheets after data cleaning and classification, ensuring management
received timely and accurate information.
Prepared and uploaded documents for internal and external submissions, maintaining consistent document
version control and tracking.
Facilitated document approvals by expediting signatures and releases across stakeholders.

 
 Alqarn Aljadid EST. New Century Factory - Dammam 
 Document Controller Cum Administrative Secretary 

 February 10- 2024- August 10-2024 

Key Responsibilities:
Maintain and update filing systems (both electronic and paper-based).
Prepare and process documents such as letters, memos, invoices, and reports.
Perform data entry and keep records accurate and up to date.
Assist in scheduling meetings, appointments, and travel arrangements.
Handle incoming calls, emails, and other correspondence.
Monitor and manage office supplies, stationery, and equipment.
Support HR functions like attendance records and onboarding (if required).
Assist in financial and administrative tasks such as petty cash handling. 
Employee Iqama Update Status Checking.
Efficiently processed and maintained a wide range of commercial and procurement documentation—
including quotations, proforma invoices, purchase orders, technical data sheets, Letters of Credit (LC),
client/staff vacation forms, and invoice submissions via Ariba Portal—ensuring accuracy, compliance with
company policies, and timely submission to support uninterrupted business operations.

ALS Construction Company Nizamabad (India ,Telangana)
 Document Controller

 January 2021 To November 2023 

Key Responsibilities:
Managed and controlled all project-related documentation, including drawings, RFIs, transmittals, contracts,
and correspondence.
Registered and updated documents in Aconex ensuring correct version control and easy retrieval.
Distributed project documentation to consultants, contractors, and engineers in line with distribution
matrices.
Maintained and updated submission/approval logs to track project progress and approvals.
Prepared daily, weekly, and monthly document status reports for project managers.
Ensured compliance with company and client document control procedures, 



Skill
Aconex
MS-Word, Excel, PowerPoint, Access
Outlook. PDF Editor 
D C H E (Diploma in Computer
Hardware Engineering,)
Installation of Software’s. Windows
C C N A (Cisco certified Network
Associate)
Type Writing (Lower), shorthand
practice.
Tally, ERP 
Focus, Peachtree, Tata Ex

Education
Osmania University
B.com (Bachelor of Commerce) 
Completed in 2014

       STRENGTHS:
Strong leadership and interpersonal skills
Quick learner and adaptive to new
environments
Positive attitude, team player, and

      proactive problem solver
High level of responsibility and initiative

Classic Hospitality Services. Doha-Qatar - ACCOUNTANT
 June 2017 to August 2018 

Sultan Shopping Mall Nizamabad. (TELANGANA) ACCOUNTANT
Manual Accounting, Billing, Daily Accounting, Cash & Bank Work.) 

 January 2014 To June 2017.

Prepared and maintained financial statements, balance sheets, profit & loss accounts, and cash flow reports,
ensuring accuracy and compliance with accounting standards.
Recorded day-to-day business transactions using Peachtree software and maintained complete accounting
records.
Managed accounts receivable/payable, processed invoices, and reconciled monthly bank and credit card
statements.
Handled debtors/creditors reconciliation and ledger management to ensure up-to-date financial data.
Coordinated with suppliers for timely payments, verifying vouchers, cheques, and purchase orders.
Maintained proper invoice filing systems, ensuring completeness and compliance with audit requirements.
Monitored and controlled petty cash expenses, ensuring proper approvals and smooth branch operations.
Processed utility bills, landlord service charges, and employee reimbursements, ensuring timely payments.
Prepared and reconciled monthly owner statements and ensured deductions of landlord expenses.
Managed payroll processing, including salary calculations and booking of employee benefits/expenses.
Assisted in the preparation of tax returns (GST, VAT, ) and ensured timely compliance.
Supported internal and external audits by providing accurate reports and documentation.
Maintained overall bookkeeping, including petty cash, expense reports, and bank transactions.
Reported directly to the Accounts Manager by preparing monthly MIS and financial statements to aid
management decisions.

Assisted in handling documentation for civil, MEP, and finishing works.
Processed submittals, inspection requests, and procurement documents.
Coordinated with consultants and contractors for timely document approvals.
Managed scanning, filing, and archiving of technical documents.
Prepared correspondence and reports to support site engineers and project managers


































