
WORK EXPERIENCE

SUMMARY

EDUCATION

Year of Completion 2019

Matriculation
Fauji Foundation Model School

Computer Science

Year of Completion 2021Intermediate
Superior Group of Colleges

Maths and Physics

Jan 2021 - Jun 2021Computer & Data Entry Operator, Electro Electronics, Pakistan

Data Entry: Accurately input and update basic alphanumeric information into computerized
systems, standard Excel sheets, and other digital platforms.
Administrative Support: Operates office computer equipment and software to perform routine
tasks such as data verification, filing, scanning, and printing simple documents.
Record Maintenance: Ensures the organization and accessibility of all digital and physical files,
focusing on the accuracy and confidentiality of the information entered.

July 2021 - Aug 2025Document Controller, SABZ ALI KHAN & Company, Pakistan

DMS Administration: Administered the central Document Management System (DMS), including
the registration, indexing, and secure retrieval of all project documents (drawings, specifications,
submittals, and reports).
Revision Control & Distribution: Managed rigorous revision control and formal transmittal
processes (RFIs, Submittals), guaranteeing that site teams exclusively utilized the latest
approved versions of project documentation.

Sep 2025 - PresentInventory & Data Management Associate, NRTC Holding Group, Jeddah

Maintained accurate stock records across physical and digital systems, ensuring real-time
inventory visibility and data integrity
Generated regular inventory and stock reports to support management decision-making and
operational planning
Maintained accurate physical and digital stock records, generated inventory reports, conducted
stock reconciliations, and coordinated end-to-end stock management workflows.

Results-driven professional with hands-on experience in document control and inventory management,
skilled in maintaining accurate physical and digital records, ensuring compliance with recordkeeping
procedures, and generating operational reports. Brings a structured, detail-oriented approach to
document lifecycle management and is well-versed in ISO 9001 standards and systems such as Aconex
— ready to contribute immediately to project documentation teams.

BILAL UL HASSAN
Address: 
Phone/Email:
Nationality:
Status:

Al Sabeel, Jeddah, Kingdom of Saudi Arabia
+966505186474, bilalksa@gmail.com
Pakistan
Transferrable



SKILLS

MS Office Suite: (Excel, Word, PowerPoint)
Graphic Designing: (Adobe Photoshop,illustrator & CorelDraw)
Data Entry & File Management
Document Control System: (Manual & Digital)
Communication & Coordination
Time Management & Attention to detail
Basic IT and Troubleshooting Skills

CERTIFICATIONS

Certificate in Document Control & Record Management: (Online Training)
Graphic Designing: (Punjab Computer College, TEVTA certified)
DMS Office Productivity Tools - Microsoft Certified
Introduction to Project Management: (Coursera)
Typing Skills Certificate

LANGUAGES

URDU
ENGLISH
ARABIC

HOBBIES

Book Reading
Painting and Drawing
Explorign AI Tools
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TO WHOM IT MAY CONCERN 

 Manager Humen Resources 

M/s Sabz Ali Khan & Company 

This is to certify that 

Serving 

Document controller on the 

We Wish Mr. Bilal Best of Luck in all his future endeavors

 the 

Mr. Bilal Ul Hassan learned a lot and has the capability of managing and completing the 

assigned tasks. He successfully completed the assigned tasks. He is hardworking and reliable 

employee for any organization he works. 

Mr.Bilal Ul Hassan holding 

SABZ ALI KHAN & COMPANY since July 2021 to 

Improvement & Re-habilitation of Central

CNIC No 34402-4467031-5 is 

August 2023 in the capacity of

 Prison, Peshawar.








