MOHAMED ABDELRAHMAN

SUMMARY

Highly organized and detail-oriented Document Controller with
more than, 10 years of experience maintaining meticulous
documentation systems. Proven record of identifying and
implementing workflows to improve efficiencies and reduce costs.
Skilled in database management, spreadsheet, and word-processing
software..

EXPERIENCE
Document Control Coordinator,
10/2023 — Current

ABDULLAH AISAAID Consulting Co.
Al Qassim, Saudi Arabia.

e Coordinating &Auditing Document controller Team for 4 regions with
more than 75 project related to national water company NWC
e Working on primavera unifier.

e implement and maintain a document control system for a company

with 100+ employees.

e Provide timely response to documentation requests on time
to ensure efficiency.

e identify cost- effective strategies to company and update
documents, successfully.

e Perform quarterly audits to maintain accuracy of time-
sensitive documents.

e Maintain high-quality records to adhere to the company's
standard procedures.

Document Control Coordinator, 02/2017 - 07/2022
ALMOTAHEDA COMPANY FOR ROADS
-Alexandria, Egypt

e Archiving Documents.

e Submit all documents to the concerned departments of the
company.

e Use computer to organize and distribute documents within the
company.

e Editing and reviewing documents.

e Delegated tasks and communicated expected deadlines to team
members, supervising task completion.

CONTACT

Address: Al Qassim, Saudi Arabia
Phone: +966559369535

Email:
mohamed.abdelrahman.hamed@gmail.com
Date of Birth: 23/06/1990

Place of Birth: Alexandria, Egypt
Marital Status: Single

Gender: Male

Nationality: Egyptian

SKILLS
e COMPUTER SKILLS
* Windows
* Internet
* Microsoft Office
« Data Entry

* PERSONAL QUALITIES
* Highly motivated hard worker

* Team player with standing
interpersonal skills

* Good communication skills
e Good capability of listening to others
* Ability to work under pressure

LANGUAGES
Arabic - Native
English - Very good


mailto:mohamed.abdelrahman.hamed@gmail.com

Document Control Coordinator, 03/2015-01/2017

MENA CONSTRUCTION COMPANY - Alexandria, Egypt

» Organize documents and arrange files so that they are easily accessible when needed.
* Create an electronic archive.

» Handled high volume team documents of projects.

« Establishing a document archiving system to assist the administration.

* prepared comprehensive monthly reports for managers on document management
system.

» Perform quarterly audits to maintain accuracy of time-sensitive documents

EDUCATION AND TRAINING

Bachelor of Law, 06/2013
Alexandria University - Alexandria, Egypt
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~ ALEXANDRIA UNIVERSIT®
PROVISIONAL CERTIFICATE
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CERTIFICATE

The Computer department does hereby certify that Mohamed Abdel-
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Rahman Abdel-Aziz has successfully cﬂmplewd' the intensive M.S Word |
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course, which was held from 22/7/2002 1o 19/8/2002, scoring 98% (Excellent)

in the final exam.
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Certificate of Completion

The Vodafone certificate In

Digital Business Essentials

IS awarded to

MOHAMED ABDELRAHMAN-HAMED

for successfully completing modules in:

Digital Imperative | Customer Centricity | Channels to Market
Unlocking Data | Organisational Agility | Culture for Digital

Mark O'Donoghue
Managing Director, AVADO Digital
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