Contact

mdaltafalio@gmail.com

+966 555 271 809

Saudi Arabia

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

IQAMA DETAILS:

lgama Status : Transferable
Date of issue 03/02/2024
Date if expiry 09/04/2026

Education

Osmania University

B.com (Bachelor of Commerce)
Completed in 2014

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

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

MOHAMMED ALTAF ALl

Document controller

CAREER OBJECTIVE

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.

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

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.

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.



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—quolificotions)

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 Igaoma 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 (Le),
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,



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

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.
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MOHAMMED ALTAF ALl
MOHAMMED GOUSE

CONSOLIDATED MARKS MEMORANDUM

EXAMINATON: 3 Com. (Computers)(YWS) OCT. /NOV. 2013

UE 583546;:-,;

DATE: 1R2/12/72013

ROLL NO. :
5020~-09-402046

MEDIUM : ENGLISH

SECURED IN PART 1l

IN WORDS :

## EIGHT EIGHT TWO ##

8 * INDIAN HERITAGE & CULTURE AND SCIENCE AND CIVILISATION MARKS ARE NOT

HYDERABAD, A.P.

Birang,

; MAX. | PASS | MARKS | YEAR OF ~ i
g rromayichy MARKS|MARKS | SECURED | PASSING o'."o‘g. o
FIRST YEAR : AN P - MO
i 100| 26| s5| 810 sl €3 :
HINDI TP i K7 BRLVH O S Y f,’é,i {;-_;;_;y-- . e
% o SN
ke B TR < I
TOTAL MARKS SE A y ;
SECOND YEAR : IN FIGURES : . &ﬁ'ﬁr’_ﬁh
ENGLISH 2 100 | 36| 5O | 811 G Rl &
IN WORDS :
HINDI 11 (SEC.LANG)| 100 | 38| 45 | ALG H% TWO THREE ONE ##
PARTIDIV: SECGND
PART Il SUBJECTS THEORY MARKS & Pﬂ‘ﬁmﬁl. MARKS b
P SR MAX. | PASS [ MARKS |YEAR OF | | MAX. | PASS | MARKS [YEAR OF |
. MARKS|MARKS| SECURED | PASSING | |[MARKS |MARKS |SECURED | PASSING |& &
FIRST YEAR :
BUSINESS ECONOMICS 100| 34 47| s11 ==| == == e==
BUS. ORE. AND MGMT. 70 25 30 810 30 11 201 Al10
FIN. ACCOUNTING 70 25 34 s13 30 11 23| A10
FUNDAMENTAL. OF I. T. 70 25 29 AlC 20 i1 i8 | Al10
FUNDAMENTALS OF C 70 25 25 811 30 i1 28 | A10
#IND, H. CULTURE 50 18 34 AlD = e =m | s
SECOND YEAR: e
ADVANCED ACCOUNTING 70| 25| 28| sii 30| 11} 24| a1
BUSINESS STATISTICS 70 25 =5 513 30 11 25| A1l
FIN. SERVICES-BZINSUR.| 70 25 34 S1i 30 11 26 | Al
TAXATION 70| 25 27| A13 30| 11} 22| A1l
R.D.B. M. SYSTEMS 70 25 “5 All 30 11 i8| All
#ENVI, STUDIES 100 3& 80 Alil =mg == L
THIRD YEAR :
WEB PROGRAMMING 70| 28/ 29| siz 30| 11| 25| ai2
E. COMMERCE ; 70| 25 3| s\12 30| 11} 25| A12
CORPRRATE ACCT, 70 25 25 AlZ 30 11 28 | alz2
BUSINESS LAW 70 25 30 AlZ 30 i1 25 | Al2
AUDITING 70 25 30 Al2 30 11 26 | AlL2
COST ACCOUNTING 70 25 =28 AlR 30 11| 27 Al12
MAN, ACCT. LCONTROL 70 25 27 AlZ 30 i1 20 | Al2
#5CI. AND CIVI. 50 i8 42 ALZ == == mm | mmm
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INTERMEDIATE ’ 1

PASS CERTIFICATE CUM MEMORANDUM OF M/

This is to certify that  MOHAMMED ALTAF ALI 1

of  MOHAMMED GOUSE ;
Reg:ispe'r_ed No. 0813220660 has appeared at the Interme.dl Pub?ic i . |
Examination held in MARCH-2008 and passed n Cﬁm ‘
with'© -~ TELUGU as the Medium of lng_tru__c;mafg ' 1
The subjects in which he was examined and the marks awarded are as follows : L
Ve 1 U¥ew ¥

Subject Maximum| Marks [Maximum| Marks

Marks | Secured | Marks | Secured § 1

i ENGLISH 100 | o6 | 100 | os0 | |
Part - 2 : HINDI 100 | oes | 100 | o2 |
Part-3: i
Optional Subjects 1
ECONOMICS 100 041 100 045 |

COMMERCE 100 059 100 | or4 | |

civics 100 | 03 | 100 | os6 |

ENVIRONMENTAL EDUCATION Q U A L Il F 1 |E D ;

o 576 P

in words

*FIVE *SEVEN***SIX *

Dfite 28-04-2008 -m.-... .
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" BOARD OF SECONDARY EDUCATION
ANDHRA PRADESH 1
EE 422347 . -

&%

i

SECONDARY SCHOOL CERTIFICATE
REGULAR PC/29/28061/422347/5

CERTIFIED THAT MOHAMMED ALTAF ALI
$/0 MOHAMMED GOUSE
bearing Roll No 0853145

belongs to Z P H S, SRIRAMSAGAR PROJECT,POCHAMPAD
has appeared and PASSED at the SSC EXAMINATION held in MARCH 2006 in FIRST

Division with TELUGU as the medium of instruction.
DAY MONTH YEAR
DATE OF BIRTH 05/06/1989
FIVE JUNE ONE NINE EIGHT NINE

THE CANDIDATE SECURED THE FOLLOWING PERCENTAGE OF MARKS

SUBJECT 170 A T

FIRSTLANGUAGE  :( TELUGU ) 58 FIVE EIGHT
THIRD LANGUAGE : ENGLISH 54 FIVE FOUR
MATHEMATICS 83 EIGHT THREE
GENERAL SCIENCE  : 70 SEVEN ZERO
SOCIAL STUDIES 80 EIGHT ZERO
TOTAL 345 THREE FOUR FIVE
SECOND LANGUAGE : (  HINDI ) 50 FIVE ZERO
GRAND TOTAL 395 THREE NINE FIVE
Life Skills Education  : GRADE SECURED : A
Marks of ldentification : 1- A MOLEONTHE LEFT CHEEK ; _

2. A MOLEON THE LERT HANVD PAINTED FINGER

.':lv,.'_- L) Ol Stamp oy

7125 8. Staree . BOARD OF SECONDARY EDUCATION
Date of issue : 04-05-2006 AP, HYDERABAD

1. Lite skills Education “The Grade shall be incorporated by the respective Hewd of the Tnstitution
hefore delivery of the centificate W the candidites.

Y ctrreclions 10 the pertifiogte

5




NEW CENTURY FACTORY 2050032453 ¢
C.R.: 2050032453 013 8223816 - 013 8186620 :(1sili
Tel.: 013 8186620 - 013 8223816 31952 : 4l - 30787 1w
P.C. Box: 30787 - Al-Khobar: 31952 La gl Ay elf ASteal

Kingdom of Saudi Arabia " N. RC Féh- ; 300042798700003 i sall 281
VAT # 300042798700003 e Riyadh = ERyp E-mail: info@ncfsa.net - Website: www.ncfsa.net

ALQARN ALJADID EST ﬁ fiaill a8 ala s

Date:-10-08-2024

To Whom It May Concern

Experience Certificate

This is to certify that MrMohammed Altaf Ali is working in

AlQarn AlJadid Est (New Century Factory) as a Document
contiroller cum Administrative secretary from the period of 10-
02-2024 to 10-08-2024

We found him hardwiring & professional and honest.

We wish him good luck for his future

Management
AlQarn AlJadid Est (NCF)
Mr.Umair Ahmed




Sultan Extension
Excluive for Readywade Gornmenls

Gandhi Chowk, Nizamabad. Phone : 23670

Date: | 5/0)/20!%

Cell:

EXPERIENCE CERTIFICATE

This is to certify that Mr. Mohammed Altaf ali S/O. Mohammed Gouse

R/o. Nizamabad, has working as an “ACCOUNTANT” from January 2014 to
Till date.

During this period we found him good at work. He has an Honest Nature,

Good communication skills and efficient in performing his Duties.

During his tenure of service, he was obedient and his character

-
Was good. {
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COMPUTER EDUCATION
Regd. By Govt. of AP. (Regd. No. 3181)

No.[2/0/2]6 |9

i ploma

This is to certify that

MOHAMMED GOVSE

S/0. D/o. W)o.

=

has successfully Completed the Course  MS- OFFICE

of this Institution during the period 93=12-2014

to 13-01-2015

He / She having passed the examination on 16-01-2015
in FIRST division, given under the seal of the Institute.
®Place : HYDERABAD
Duter: 18-91-2015 >
3 S
= &
Co-ordinator O, ~Director

0/




Alfhaf Creative Computers

Managed by : Allama Igbal Education Youth & Welfare Society, Nirmal
(Regd. by Govt. of A.P. - India)
M.S. Tower, Opp: Bus Depot, NIRMAL - 504 106,
Dist. Adilabad (A.P)

hhas i lo certify that Alr. | Al _ 4] . eﬂ;{;,_jL ;_}QL
So, Poto, Wo. M-
e M- E
Held in

1

{

Lreative cational 4éa demv

Issued on : Oc‘ﬁ)ée’b— — 2ol Br. Manager-NIRMAL - _
Nirmal - A.P - India. Branch Manager Director




ISO 9001:2008 Link Educational And Welfare Society

Y ; Regd.No. 533 / 2008, NGO By
K
Cartihex INBIOe om. - £ GOVT. OF TELANGANA STATE

Certificate of Excellence

h k

This is certify that Mr./ Miss MOHAMMED ALTAF ALI

Son / Daughter of MOHAMMED GOUSE

has successfully completed the CCNA

course from ___19-11-2015 to 19-01-2016

YMPUTERS He / She has passed the Examination and was placed in__FIRST ___ Division
T held at Link computers Nizamabad.

Course co-ordinator VI ganl (0111428 Director

A <bysy ¢ £ roceroo NN
- Mob. +91 9849074389
All Rights Reserved under Link Computers ALMA.

Email ; linkcomputers1@yahoo.com
Trademark, Copyright and Trade Merchandise Marks Act (Govi of India) ASSOCIATED With ALMA Put. Ltd. www.linkcomputers.org




A ertificate

We the undersigned award this certificate to
Mr. Mrs/ Ms. b i P —— AHQJP Al
S/o./ Dio. ) Wo. X ohampmed  ~Eouse

g ) B
on Successful completion of ) an/p —Focus Kx..>™Na i
a&ch'ﬁru ahdp ﬂ/,om/x_m\! "’A\'édouﬂél >
from 0. 03 - A0l3 to jp » 08 - 3013

at 6\ = O\ mafaqop
During the pegiac{ he / she attended the course reqularly and Keenly participated

in the activities of the course including practicals.

Technical Director Director

. VS Computers VS Compuauters
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en / W TS &) A / Name of Father / Legal Guardian VYW 70785 7

MOHAMMED GOUSE i

=T &7 A7/ Name of Mother

JAFFAR JAHAN

ot a1 9E &) A / Name of Spouse

(I A

e / Aadress

9-20-1923/2/1

AUTO NAGAR_NIZAMABAD

PIN:503001, TELANGANA,INDIA

qure T w4, 3 S o B ) A 0g wnst / Old Passport No. with Date and Place of Issue

K5499871 12/12/2012 HYDERABAD

gl = / File No

HY4074908844522
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