
Dear Sir, 

Sub: Application for Document Controller 

I came across your advertisement regarding the urgent requirement for a Document Controller 
and would like to express my strong interest in this opportunity. 

I bring over 8 years of professional experience in the Middle East, both on-site and in main 
oƯice environments, with proven expertise in managing comprehensive document control 
processes for large-scale construction projects. 

Key Expertise: 

 Handling Drawing & Material Submittals 

 Managing Inspection Requests (IRs) and Material Inspection Requests (MIRs) 

 Coordinating Shop Drawings (Civil, MEP & others), As-Built drawings and MEP 
documentation 

 Preparing Daily & Weekly Reports and managing formal project correspondence 

 Recording, tracking, and updating logs for NCRs, INCRs, SIs, SOs, and other QA/QC 
documentation 

 Managing hard copies and EDMS platforms including Oracle 9, Aconex, Procore, 
Prolog, PCS, and PCW 

Technical Skills: 

 Proficient in MS OƯice, WPS OƯice, Outlook, OneDrive, Nitro Pro, PDF Architect, 
WeTransfer, Google Meet 

 Basic knowledge of CorelDRAW & Photoshop 

 Additional skills in computer hardware/software troubleshooting and familiarity 
with AI-based workflow enhancements 

Major Projects Involved: 

 Air Operation Control Facilities – King Salman Air Base, Salboukh 

 King Khalid International Airport – Air Medical Evacuation (Consultant: DAR) 

 Red Sea South & Sune Project 

 NHC Housing Projects – Murcia (Consultants: DAR / Khatib & Alami) 

With a strong background in construction documentation and a highly organized work 
approach, I am confident in my ability to contribute eƯectively to your team. I am 
currently available in the UAE and can join immediately, fulfilling your urgent requirement. 

I would welcome the opportunity to discuss how my experience aligns with your needs. 
Thank you for your time and consideration. 

Best regards, 
Mohamed Munas Mohamed Hanifa. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

        
MOHAMED MUNAS HANIFA 

  Riyadh, Saudi Arabia 

 ☏ +966 557294887 / +94 779270157 

 ✉  munasmhm@gmail.com 
    munas-hanifa-89059346 
 
PROFESSIONAL OBJECTIVE 

To secure a challenging position within a 
dynamic organization where I can apply my 8+ 
years of experience in the construction field 
and oƯice-based Document Control and 
Administrative Support. I aim to contribute 
eƯectively to organizational success while 
continuing to advance my personal and 
professional growth. 

 

PERSONAL ATTRIBUTES 

 Strong verbal and written communication 
skills 

 Team player with excellent organisational 
skills 

 Adaptable to fast-paced and demanding 
environments 

 Trustworthy, respectful, and culturally 
sensitive 

 Ability to work extended hours as required 
 Demonstrates flexibility and strong work 

ethics 
 

PERSONAL INFORMATION 

 Marital Status  : Married 
 Nationality         : Sri Lankan 
 Languages       :English,Malayalam, Urdu, 

Tamil, and Sinhala 
 

EDUCATIONAL QUALIFICATIONS 

 Passed G.C.E. Ordinary Level Examination  
 Passed G.C.E. Advanced Level Examination  

 

PROFESSIONAL QUALIFICATIONS 

 National Certificate in Computer 
Application (Basic & Intermediate Level) 

 Introduction to Computer Science – 
Completed 

 Diploma in Computer Studies (Part-time) 

KEY SKILLS 

 Proficient in Oracle Aconex, Prolog, Procore, NetSuite, and other ERP systems; 
extensive experience with Electronic Document Management Systems (EDMS) for 
organizing, tracking, and maintaining project documentation. 

 Advanced user of Microsoft OƯice Suite (Word, Excel, PowerPoint), WPS OƯice, 
Outlook, OneDrive, SharePoint, and Nitro Pro for document creation, editing, sharing, 
and secure archiving. 

 Submittals Inspection Requests (IRs), Material Inspection Requests (MIRs), Shop 
Drawings (Civil, MEP & others), As-Built Drawings, and Material, SI, SO,NCR  

 Assisted in IT-related tasks including installation and configuration of hardware, 
software, network printers basic troubleshooting and support. 

WORK EXPERIENCE 
Document Controller  

 AL Bawani Construction Company, Riyadh.( Feb 2021 – Aug 2023) 
Project: King Salman Airbase Salboukh and Medical Evacuation King Khalid 
International Airport, Red Sea Southern Dune. 

ABR Construction Company, Riyadh, KSA (August 2023 – Present) 
Tamimi Global (ABR Construction Com),Project: NHC Murcia Housing Projects. 
Senior Document Controller (Project Director OƯice) 
 Implement and maintain document control processes and procedures. 
 Manage the flow of documents in both digital and physical formats. 
 Ensure document management is in accordance with established procedures and 

standards (including document numbering, formatting, issuance, review, 
transmittal, recording, and archiving). 

 Process incoming documentation through proper recording, distribution, and 
archiving. 

 Process outgoing documentation, including transmittal, recording, and archiving. 
 Ensure controlled copies of the latest project documents (e.g., drawings, material 

submittals, RFIs) are properly distributed internally (to relevant departments) and 
externally (to subcontractors and consultants). 

 Ensure control and coordination of all project documentation and data. 
 Ensure all documents are correctly identified, distributed, filed, and stored. 
 Monitor document review and approval processes in accordance with the project 

schedule. 
 Ensure the use of standardized forms and templates across all document-related 

activities. 
 Establish and maintain the Master Document Register in coordination with all 

relevant departments. 
 Assist in the performance of special duties and projects as needed in support of 

operational and organizational goals. 
 Generate electronic and hard copy reports as required by the project or 

management team. 
 Manage and maintain both hard and soft copies of all incoming and outgoing 

documents and correspondence. 
 Prepare and distribute weekly and monthly tracking reports. 
 Maintain subcontractor records and update the filing system to ensure all 

documents are easily accessible and traceable. 
 Monitor the accuracy of document dispatch, file engineering drawings, and ensure 

the proper distribution of controlled copies. 
 Maintain various logs, including Non-Conformance Reports (NCRs), Site 

Instructions, and Equipment Calibration Certificates. 
 Coordinate and schedule meetings for the Project Director, including preparation 

of agendas and meeting minutes. 
 Handle confidential correspondence and ensure the Project Director’s 

communications are eƯectively managed. 
 Liaise with internal departments and subcontractors to streamline project 

operations. 
 Manage the Project Director’s calendar, travel arrangements, and other 

administrative tasks. 



 Data Entry Operator & Document Controller 
Hamad Hospital (Project by GWC Ksoft Kangroup W.L.L.), Doha, Qatar 
January 2016 – May 2016 (The project has been completed) 

 Scanned, prepared, and uploaded patient documents into the hospital’s system. 
 Organized and refilled documentation as part of a hospital-wide computerization project. 

 

Document Controller & Warehouse Coordinator 

 LIN SCAN, UAE: February 2013 – June 2015 

 Managed inventory using Oracle E-Business Suite and ERP systems. 

 Coordinated the preparation of packing lists and monitored material dispatch for pipeline inspection 
projects. 

 Maintained perpetual inventory and handled administrative tasks related to stock and supplies. 

 Logging of incoming and outgoing documents and producing and issuing document transmittals to 
provide and auditable trail for all documentation produce by the project group and third parties using 
the company procedures and system. 

  Ensuring correct referencing of documents; maintain an established data distribution system. 

  Establishing and maintaining files and computerized index for active engineering documents,  

 Generate electronic/hardcopy reports as needed by the project or management team. 

 Uploading and downloading, coping and printing of incoming and outgoing project documents and 
drawings. 

 Liaison with the project team and the station Document Centre with respect to queries regarding issue 
of information and document storage. 

 Distributing documents and eƯiciently transporting documents among diƯerent departments. 

Document Controller & IT Assistant, Senior Invoicing Executive & Data Entry Operator 

 Ahmed Khalil Al Baker Group of Companies, Doha, Qatar (April 2003 – May 2012) 

 Type correspondence, reports, and other documents, Review and edit reports to the Board. 
 Maintained oƯice files & opened and distributed the mail, replying to the emails received by the clients. 
 Maintain confidential records and files &Maintain records of decisions. 
 Prepare documents and reports on the computer and submit all reports to management. 
 Direct calls and respond to inquiries, Answer phones, Attend phone calls. 
 Purchase order and Received inventory entering. 
 Appointing new employees and give training (Oracle system and OƯice Work) 
 Perform general clerical duties to include but not limited to photocopying, Faxing, mailing, and filing. 

Using fax 
 Proper invoicing as per customers’ requirements (Pharmacy, Government & other customers). 
 Issuing billing adjustments, tracking, processing, and completing third-party invoices. 
 Running all billing through the ERP Oracle system. 
 Ensuring that proper supporting documents are attached (Customer LPO) 
 Ensuring invoicing is completed according to the month-end process. 
 Ensuring the Invoice Log is kept up to date. 
 Making Sales Invoice (Parma, Consumer, Electronics Items) &Making sales return voucher. 
 Preparing sales reports (Monthly, Weekly, KOB, TOP10) 
 File all cash receipts along with product sales invoice copy. 
 Manage the flow of documentation within the organization. 
 Installation and Configuration New Hardware and Installation Network Printer. 

I hereby declare that the information provided is accurate and true to the best of my knowledge. 

 

















Certificate of Completion

This certifies that

MOHAMED MUNAS HANIFA
has completed

Intro to Submittals

Issued: October 19, 2025
Certificate No: eff6rorvarg5
View: https://verify.skilljar.com/c/eff6rorvarg5



Certificate of Completion

MOHAMED MUNAS HANIFA
has completed

Procore Admin Part 1: Configure Settings
offered by

Procore Technologies

Issued: October 12, 2025
Certificate No: hkrvwdnbwoq8
View: https://verify.skilljar.com/c/hkrvwdnbwoq8



Certificate of Completion

MOHAMED MUNAS HANIFA
has completed

Procore Admin Part 2: Configure Users & Projects
offered by

Procore Technologies

Issued: October 12, 2025
Certificate No: axm7v823jr56
View: https://verify.skilljar.com/c/axm7v823jr56



Certificate of Completion

MOHAMED MUNAS HANIFA
has completed

Procore Admin Part 3: Manage Tools & Data
offered by

Procore Technologies

Issued: October 19, 2025
Certificate No: qkifiw2dt7uq
View: https://verify.skilljar.com/c/qkifiw2dt7uq



Certificate of Completion

MOHAMED MUNAS HANIFA
has completed

Procore Certification: Engineer
offered by

Procore Technologies

Issued: Oct. 28, 2025
Certificate No: rznre25umtk8
View: https://verify.skilljar.com/c/rznre25umtk8




