
 

Muhammad Ihtasham Yousaf 

Document Controller / Sales Coordinator 

Jubail, Saudi Arabia 

Contact: +966567249694 

ihtashamawan3@gmail.com 

Objective 

To obtain a challenging position as a sales coordinator & Document Controller in a reputable organization 
Where I can utilize my skills in sales coordination, document management, reporting, and administrative 
Support to improve operational efficiency and contribute to the company’s growth. 

 

 

Core Skills 

 Document Control & Record Management

 Sales Coordination & Order Processing

 Data Entry & Documentation Accuracy

 Customer Relationship Management (CRM)

 Document Filing & Archiving Systems

 Quotation & Invoice Preparation

 MS Office (Excel, Word, Outlook)

 Reporting & Data Analysis

 Communication & Coordination Skills

 Time Management & Multitasking

 Inventory & Logistics Coordination

 Quality Compliance & Confidential Handling

Key Responsibilities 

Document Controller 

 Manage and maintain all project and company documents systematically

 Ensure proper document numbering, filing, and easy retrieval

 Track revisions and maintain version control of documents

 Prepare and submit transmittals for document distribution

 Maintain confidentiality of sensitive documents

 Support audits by providing required documentation
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Sales Coordinator 

 Process customer orders and ensure timely delivery

 Prepare quotations, invoices, and sales reports

 Coordinate with sales team and clients for smooth operations

 Maintain customer records and follow up on inquiries

 Track inventory and coordinate with logistics team

 Handle customer queries and provide support



 

Educational Qualification 

University of The Punjab                                         2021-2025                                                                                                                          

 (BBA) Bachelor’s Degree in Business Administration 

 

Government Shalimar Post Graduate College Lhr 

(ICS) (Intermediate in Computer sciences) 

 
 
2017-2019 

Government Dar Ul Furqan High School Lhr 
 
2015-2017 

(Matric) (Computer science) 

 

 

 

 

Professional Experience 

DOCUMENT CONTROLLER 

NAWAFAA HAMEED ALRASHIDI COMPANY— AL JUBAIL, KSA 

February 2026-- Present 

Key Responsibilities. 

 Manage and control all incoming and outgoing documents in an organized manner

 Maintain proper document filing systems (physical & electronic) for easy retrieval

 Ensure correct document numbering, formatting, and classification

 Track document revisions and maintain version control

 Prepare and manage document transmittals and distribution logs

 Coordinate with internal departments (engineering, QA/QC, project teams)

 Ensure documents comply with company standards and ISO requirements

 Maintain confidentiality of sensitive and critical documents

 Monitor document approval workflows and follow up for pending approvals

 Archive and retrieve documents as per project or company requirements

 Support internal and external audits by providing required documentation

 Update document registers, logs, and tracking systems regularly

 Ensure timely submission of documents to clients and stakeholders



 Handle data entry with high accuracy and attention to detail

 Assist in implementing document control procedures and improvements
 

 

SALES COORDINATOR/ DOCUMENT CONTROLLER 

NA Enterprises — Lahore, Pakistan 

January 2023 – December 2025 

Key Responsibilities 

 

 Coordinate daily activities of the sales team to ensure smooth workflow and timely 
completion of tasks.

 Prepare and process sales quotations, proposals, and contracts for clients.

 Manage customer orders from receipt to delivery, ensuring accuracy and timely 
processing.

 Maintain and update customer records and sales data in CRM or ERP systems.

 Generate sales reports, forecasts, and performance analysis for management.

 Communicate with customers to provide product information, order status updates, and 
resolve inquiries.

 Coordinate with logistics, warehouse, and finance departments to ensure smooth order 
fulfillment and invoicing.

 Assist the sales team in preparing presentations, sales materials, and marketing 
documents.

 Monitor inventory levels and coordinate with supply chain teams to prevent stock 
shortages.

 Schedule and organize sales meetings, client appointments, and internal sales reviews.

 Track sales targets and KPIs to support the achievement of company revenue goals.

 Support the sales team with administrative tasks and documentation management.

 Handle customer complaints and service issues, ensuring timely resolution and 
customer satisfaction.

 Maintain proper documentation of sales contracts, agreements, and client communications.







ACCOUNTS OFFICE ASSISTANT 

NORTHERN TOOLINGS PVT LTD. — Lahore, Pakistan 

April 2019 – December 2022 

 
 Responsible under the guidance of the Accounts Department to visit banks for all deposits and 

submitting documents.

 Responsible to provide assistance to accounts department in day-to-day tasks of making 
vouchers and manually entries of daily cheques received.

 Assist in counter checking of manual record.

 Responsible to submit Tender and take position of Tenders in financial & Technical Bids of 
Government Parties e.g SNGPL.

 Responsible to Collect cheques from parties under instructions of receivable section with 
Authority of Company.



Personal Strength 
 

 Strong communication skills

 Problem solving ability

 Attention to detail

 Ability to work under pressure

 Strong Organizational skills

 

Technical Skills 

 CRM Systems
 Microsoft Office (Excel, Word, PowerPoint)
 ERP Systems (SAP / Oracle)
 Data Analysis & Reporting

 

Languages 
 

 English —Fluent

 Urdu/Hindi
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