
Ahmed Reyad
Document Controller

Education

Experience

TANTA UNIVERSITY

DOCUMENT CONTROLLER

DOCUMENT CONTROLLER

Faculty of Arts

Bachelor of Document & Libraries

MESMACK Co.

International Aramoon Co. Ltd

(2007 -2010)

(2019 -Present)

(2015 -2019)

Working on PMIS System in Primavera Unifier.
Archiving all documentations in systematic
hard & Soft copy files on project’s server.
Create a register submittal log and update it
daily on company’s server which is reviewed by
concerned technical engineers dept.
Prepare all correspondences requested by PM
(Incoming and outgoing), scanning and
distribution to all parties.
Prepare all documents for submittals between
consultant and contractor as per standard
documentation numbering system such as (WIR
– SHDWG – SPQ – MAT – MIR – RFI – DTF).

Tracking & reviewing documents and assigning
a tracking number to it; to organize it providing
an easy access to it.
Assisting Q.S engineer preparing monthly
invoices.
Preparing daily, weekly ,monthly reports.

Firoza (Commercial Store) Owner and Operator
by 50% .                                                         (2013-2015)
Worked as  cashier in major shops. (2012 - 2015)
English teacher at private lessons .( 2009 - 2014)

056 418 0570 

Ahmede2232016@gmail.com

Hufof,Al-Ahsa

Contact

I have 14 years of experience, 9 years of
them are experience in my job as
document controller.
Extensive experience in managing and
organizing large-scale project
documentation, particularly within the
infrastructure sector. I successfully
managed a comprehensive database for
project documents related to the
infrastructure execution of the Diyar Al
Hasa density increasing project involving
over 3,000 villas. This database
encompassed hundreds of drawings,
plans, specifications, and thousands of
inspection request. I contributed to
expediting document approval
processes through the development of a
streamlined workflow, resulting in
significant time and effort savings.

Skills 

About Me

Flexible and able to work under
pressure.

Technical Skills: Microsoft Office

Willingness to get more
qualifications.

Attentive to detail and teachable

Willingness to work flexible
hours as needed

ICDL Course, 2010

Arabic (Native)

English (Intermediate)

Oxford, English Course, level4

ACONEX System Course,

2024

Courses

Languages
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