MAHFOOZ ALAM

Document Controller (Aconex Specialist)
Address: Riyadh, Saudi Arabia
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Phone: +966572432445 -1

Email: alammahfooz607@gmail.com

Nationality:  |ndian \'4
Igama: Transferable lgama Mghies iam Jimcin
SUMMARY

Highly proficient Document Controller with over 10+ years of experience supporting major projects, including
Qiddiya and Red Sea Global. Skilled in Oracle Aconex, R-Drive, and SharePoint, with expertise in document
submission, numbering, sorting, filing, storage, and retrieval of both electronic and hard copy documents for
technical teams and project departments.

WORK EXPERIENCE 13 Years, Experience

Document Controller
First Gulf Company, Riyadh, KSA Jun 2024 - Present

Manage and control all project documentation using systems such as Oracle Aconex, R-Drive, and SharePoint.
Prepare, review, and submit documents through Aconex in line with project requirements and deadlines.
Maintain accurate document numbering, version control, and revision tracking systems.

Coordinated Electronic Document Management System (EDMS) with strong technical knowledge.

Shared documents at key times to facilitate timely project completion.

Weekly Progress (Report) Presentation & Monthly Report making and Submit to Consultant on Aconex.

WIR and MIR Submit to Consultant on Aconex & Shared documents at key times to facilitate timely project
completion.

Ensure proper classification, sorting, filing, and archiving of both electronic and hard copy documents.

Monitor document workflows, including submissions, approvals, and distribution to relevant stakeholders.
Coordinate with engineering, technical teams, and departments to ensure timely document submission and updates.
Maintain document registers and logs (incoming/outgoing documents, transmittals, drawings, etc.).

Support project teams with document control processes and system training when required.

Shop Drawing, MAT, MST, BIM-360, RFI, WIR, MIR and Pre-Qualification and Outgoing letter and Incoming letter
Submit on Aconex.

Document Controller
Saudi Taab Contraction Co., Riyadh, KSA Dec 2013 - Jun 2024

*

Administered document control systems including SharePoint and R-Drive for project documentation.
Controlled the full document lifecycle, including creation, review, approval, distribution, and archiving.
Prepared and managed document transmittals for internal and external communication.

Coordinated closely with engineers, consultants, and project teams to support documentation requirements.
Maintained accurate and up-to-date document registers, logs, and tracking systems.

Retrieved and distributed documents upon request in a timely and efficient manner.

Identified and resolved document control issues to improve workflow efficiency.

Supported the implementation of document control procedures and best practices across the project.
Monitored document workflows and followed up with stakeholders to ensure timely approvals and submissions.

Key Projects:

*

*

Red Sea Global (RSG) Shura Island Hotel - Umluj-K.S.A.
Six Flags Qiddiya Theme Park - Riyadh-K.S.A.

Vox Cinema Esplanade Riyadh-K.S.A.

King Faisal Air Academy - Majmaah-K.S.A.

King Faisal Specialist Hospital - Madinah-K.S.A.
Marafiq Housing - Jubail-K.S.A.

Galleria Mall - Jubail-K.S.A.



EDUCATION

+ B.A Art Graduation - Veer Bahadur Singh Purvanchal University Jaunpur UP, India (2012)
+ Grade: Very Good

CERTIFICATIONS

+ Advance Diploma in Computer Application - A.K Computer Education, India - 2010

+ Essentials in Document Control Management (EDCM) - Excellence Management, Qatar - 2021
+ Aconex Certified Professional - Oracle University, USA - 2020

+ Oracle Data Integrator Essentials - Mind luster, UK - 2023

+ Microsoft Excel Certified Professional - Mind luster, UK - 2023

TECHNICAL SKILLS

¢+ Aconex

« SharePoint

+ MS Office

¢+ RMS - Resident
Management System

o MS Excel

+ R-Drive - Software

PERSONAL INFORMATION

« Nationality: Indian

« Date of Birth: October 12, 1988
+ Religion: Islam

+ Residency: Transferable Igama
+ Sex: Male

+ Marital Status: Married

LANGUAGES

+« Hindi: Native
+ English: Fluent
+ Arabic: Basic
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Stuart Jackson
RSG- RED SEA DESTINATION

AN Red Sea
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MAIL TYPE
Workflow Transmittal

Aconex

Final (WF-062147) CP_R06HW1C05_Contractor_CV... YESTERDAY
WORKFLOW TRANSMITTAL TRSO6HW1-WTRAN-160221
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MAIL NUMBER REFERENCE NUMBER

Global ) Global

TRS06HW1-WTRAN-160221 TRS06HW1-WTRAN-160221

Final (WF-062147) CP_RO6HW1C05_Contractor_CV_Review*_Curriculum Vitae
for Document Controller - (Mahfooz Alam)

From

To (5)

Cc (9)

Sent

Status

Stuart Jackson - The Red Sea Development Company

Mr Mahfooz Vakil - First Gulf Company

Marc Janho - The Red Sea Development Company

Amathu Muthukrishnan - The Red Sea Development Company
Stuart Jackson - The Red Sea Development Company

Muhammad Hafeez - The Red Sea Development Company

Mr Abdullah Almatari - First Gulf Company

Mr Kamal Ibrahim - First Gulf Company

Jamaldeen Sinnamydeen - The Red Sea Development Company
Nathan Lewis - The Red Sea Development Company

Mr Mohamed Jabbar - The Red Sea Development Company
Andrew Eagleton - The Red Sea Development Company

Wael Elrefaey - The Red Sea Development Company

Ala Baker - The Red Sea Development Company

Wai Chew - The Red Sea Development Company

Monday, 13 April 2026 6:03:27 PM AST (GMT +03:00)

N/A

DOCUMENT ATTACHMENTS (1)

(0 selected)

File Document No Revision Title
R06-HW1C05-FGC-CVE-PM- o Curriculum Vitae for Document Controller - (Mahfooz
0039 Alam)

https://ksa1.aconex.com/hub/index.html?mainTarget=%2FViewCorrespondence%3FCorrespondence_|D%3D1412044766%26 CORRESPONDEN...

Status

Accepted

12



14/04/2026, 07:00

ATTRIBUTES

Attribute 1 Site Wide

MESSAGE

Workflow Review History

Aconex

The attached documents have completed the "CP_R06HW1C05_Contractor_CV_Review*_Curriculum Vitae for Document Controller -

(Mahfooz Alam)" workflow with the following results :

Doc No Step

R06-HW1C05-FGC-

RSG_DCQC_CHK
CVE-PM-0039

RSG_PkglLead

RSG_Final_Response

https://ksa1.aconex.com/hub/index.html?mainTarget=%2FViewCorrespondence%3FCorrespondence_|D%3D1412044766%26 CORRESPONDEN...

Participant

M Hafeez

A Muthukrishnan

S Jackson

This transmittal was automatically generated.

Review Outcome Comments

Accepted

Accepted

Accepted

22
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This card is the property of BBIAGCJV.
use of this card, by the cardholder, or
other, for purposes other than
authorized by BBIAGCJV is illegal and
may subject the person to criminal
prosecution under the law.

If found please call or mail to arrange
its return to the company.

Emergency Contacts: IOk=A0)

z N
Tel. 8001230003 or 0596114044 ER" Cag |
€mall: HR@bblagclv.com (W] 8551

MAHFOOZ ALAM M. VAKIL

$54-38046
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Saudi Taab Contracting Company
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Experience Certificate

This is to certify that Mr. Mahfooz G ¢ e J5game duud! O ST Lin
Alam, an Indian National holding ID .2355084159 Lg¢)) 03y Joe daui!
number 2355084159. Worked with OYglaal) dadgaudl QU a5 xo Jos
Saudi Taab Contracting Co. as a B> 2012 sewwd 13 0 3565l CB1S
Documents Controller from 13 10 Joled! fpuzs (o 2024 3392
Dec,2012 till G Gl S ) (50 ¢ Do) o Oglally
10 June,2024. He bears good 3 el Adiiiinn)) duslio,

behavior and cooperative with

colleagues, we wish him the best of )

luck for his bright future endeavors. e dpllai JealyBotgddl ada jlle] 5
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This certificate has been issued ey

upon his request and now nothing

left claimable between both

parties.
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Bachelor of Art

This is to certify that MD MAHAFOOZ ANSARI
son/daughter of Shri MD VAKIL ANSARI

and Smt.  CHANDTARA KHATUN

has been conferred the Degree of Bachelor of Art
in this University in the year 2012 and that
he/she was placed in the SECOND Division

College:  $.D.J.P.G.COLLEGE. CHANDESHWAR. AZAMGARH

s swseeesaes || [N
STHQE, 3T Ta¥, WA

Veer Bahadur Singh Purvanchal University o

Jaunpur, Uttar Pradesh, India. - ﬁg‘éﬁ/
f D
fars/Date  Sept-2012 ice Chancellor
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p | Lertificate |
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This is to certify that Mr, [Mss [diee- MD. MAHFOOZ ANSARI $/0 MD VAKIL ANSARI |

B.0.8 : 14021982

fas successfully completed ADV. DIPLOMA IN COMPUTER APPLICATIONFrom this instituee in

24 JULY 2009 t0 26 JULY 2010 andis awanded this certificate of proficiency.

He has passed his/her examination with FIRST Division.

w/ We wish fier/ftint all success in fife.
® Grodo: A- Abavo|TS%) = Grade; D- (0% bo T4%) __J ® Grade: C- (45% - 59%) J * Grade: D- (Below-25%) | |
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ORACLE Aconex

Certificate

CERTIFIED
PROFESSIONAL

* *

Mahfooz Alam

Has successfully passed the assessment for:

Aconex Certified Professional

\H\l U Date: 14/01/2020
Certificate No: 49870026

Shani Hillier, Executive Director — Oracle Aconex

Areas of competency:

Document control guidelines (including classification recommendations)
Uploading and revising (superseding) multiple documents

Tracking document changes and creating reports (including workflows)
Boolean and wildcard searches

Making a document confidential

Registering mail and closing out mail

Mailing (distribution) groups

Starting a workflow and reviewing a document (including mark-ups)

Copyright © 2019, Oracle and/or its affiliates. All rights reserved.
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EMPOWER YOURSELF

CERTIFICATE

Mahfooz Alam

has received this award for successfully
completing the course:

Document Control: From Principles to
Practice

CeD
CERTIFIED
T f.l't. Cepnitealinn

Mawee Rihardson

Date of Avweard Diractar of Cartification




ﬂ'l Mind
} Luster

mundluster

Signature

CERTIFICATE

OF ACHIEVEMENT

This certificate is presented to

Mahfooz Alam

for successfully completing a Course about

Accounting
Course Start Date: 2025-07-31
Certified No.
85fe90cf

Certified
Member

www.mindluster.com

2025-08-09

Date



CERTIFICATE

OF ACHIEVEMENT

This certificate is presented to

Mahfooz Alam

for successfully completing a Course about

Oracle Data Integrator Essentials
Course Start Date: 2023-10-06

Certified No.
11557146760

Course Duration 0 hours

A Luster” "} - iy 2023-10-06

Date

nundluster Certified
i Member
Signature

- www.mindluster.com




CERTIFICATE

OF ACHIEVEMENT

This certificate is presented to

Mahfooz Alam

for successfully completing a Course about

Microsoft Excel
Course Start Date: 2023-10-06

Certified No.
11557145192

2023-10-10

Date

nundluster Certified
i Member
Signature

- www.mindluster.com
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CERTIFICATE

This certificate is to confirm that

MAHFOOZ ALAM
has successfully attended the course
Essentials in Document Control Management

conducted by Excellence Management Training Centre
Dated 22nd June 2021

W
Director

Learning and Development

EXCELLENCE MANAGEMENT TRAINING CENTRE

www.excellence.qa
info@excellence.qa
Verify this certificate by emailing
reference@excellence.qa

+974 4436 0225 this 10 digit reference

Doha, State of Qatar ETCAV1- 7608



.. Excellence Management L)All-ﬂs‘ js_)ﬂ ..
.. Training Centre T3 Ly SRRl B

CERTIFICATE

This certificate is to confirm that

MAHFOOZ ALAM

has successfully attended the course

Practical in Document Control Management

conducted by Excellence Management Training Centre
Dated 22nd June 2021

Pirector

Learning and Development

EXCELLENCE MANAGEMENT TRAINING CENTRE

www.excellence.qa

info@excellence.qa - 2% e
Verify this certificate by emailing
reference@excellence.ga

+974 4436 0225 this 10 digit reference

Doha, State of Qatar ETCAV1- 7609 ; g
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@"‘1;@'“,m% Bank Certificate

CLICK TO VALIDATE

Ref. No 14559811 Slalusll 3,1

Date 19/03/2024 - 1445/09/07 gl

Time 10:07 AM Sl

To Whom It May Concern S
o - Sl e oy g

We AlRajhi Bank Certified MAHEOOZALAM MOHD VAKIL S Iy g

That Mr./Mrs. daySallpySall b

Is Client since 09/09/2023 1445/02/24 dio W Jaos

With Account 996000010006086997112 @3) Ylu> o) 20

With IBAN Number SA4380000996608016997112 O3l @dp

That Appears On 18/03/2024 1445/09/07 ol sehs b cun>

Credit With An Amount Of 7,549.40 SAR 0538 gleoy ols

Debit With An Amount Of 0.00 SAR 038 glioy (30

Equals 7,549.40 SAR Jalig

Note: rdas>do

This document is confidential and under the dadlowll ddgdums JolS Lglols Joming dyjuw dasigll 030

responsability of the holder

Alrajhibank.com.sa
920 003 344
O Y QO in

alrajhi bank




MAHFOOZ ALAM MOHD VAKIL
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MOHD VAKIL
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