[image: ]Muhammad Shakil Qamar
Sr. Document Controller / Executive Secretary
Shakilqamar79@gmail.com 
+966 55 810 7197 
Object: Seeking for a challenging job with opportunity of growth and prosperity.
Experience
Having more than 20 years’ experience as Sr. Document Controller / Executive Secretary / Admin / PA. 
	Name - 
Muhammad Shakil Qamar
	Education -
Graduation
	Total Experience -
20 Years
	
Nationality -Pakistani
	
Current Location – 
Riyadh

	
	
	
	
	

	From
	To
	Designation
	Total time
	
Place/Project/Organization
	
Details of experience

	Feb-2024
	 To date
	Consultant Document Controller
	2 Years & 2 Months
	
Riyadh
Saudi Arabia



Madinah

	[image: ]1 - Working as a Consultant Document Controller at Riyadh with DAR Engineering – Consultant – Employee No. 74545). Client Alfanar.

[image: ]2 - Worked as a Consultant Document controller at Madinah with DAR Engineering – Consultant – Employee No. 74545). Client Ministry of Culture


	Nov-2022
	 Jan-2024
	QC Document Controller
	1 Year & 2 Months
	
NEOM,
Saudi Arabia
	[image: Shibh Al Jazira Contracting Company (SAJCO) logo]Worked as a QC Document controller at NEOM Trojena Project with Shiba Al Jazeera (SAJCO) & BECHTEL Consultant) 
vide Workforce ID 45052791


	JULY-2020
	SEP-2021 
	Document Controller
	1Year &3 months
	
Jubail,
Saudi Arabia
	[image: ]Worked as an Sr. Document Controller (SASREF (Jubail) vide SASREF ID # 53655 with EMEKSA (Electricity and Metering Establishment) under the Supervision of KANOO (Yusuf Bin Ahmed KANOO Company). Client Aramco

	DEC-2019
	Apr-2020
	Document Controller

	5 Months
	
Rabigh,
Saudi Arabia
	[image: ]Worked as Document Controller with 
ITS (Industrial Technology Solution) vide ID # 7170103 (Client Petro Rabigh)

	Aug-2016
	SEP-2019
	Document Controller

	3 years & 1 months
	
Jazan,
Saudi Arabia
	[image: ]Worked as Document Controller with 
SEPCO-II (Power China) vides ID # SEPCO-1370 (Client Aramco)

	April-2009
	April-2016
	QC Document Controller
	7 years  
	
Riyadh &Jeddah Saudi Arabia
	Worked as QC Document Controller / with Specialized Contracting Company JEDDAH Saudi Arabia vide ID No. SP-853662            

	MAY-2004
	MAR-2009
	Stenographer/Secretary
	4 years & 10 months
	

Taxila,
Pakistan
	[image: University of Engineering and Technology, Taxila logo]Worked also as Stenographer/Secretary (BPS -15) to Vice Chancellor in University of Engineering and Technology, Taxila Pakistan. UET awarded me a “Certificate for Best Performance” during years 2005 – 2007.


	MAY-2003
	FEB-2004
	PA to MS
	10 Months
	
Lahore, Pakistan
	[image: ]Worked as a Personal Assistant to MS (Medical Superintendent) in Ittefaq Hospital, Trust) Lahore Pakistan.



	Job Description
· Coordination and correspondence with internal departments like QC Inspectors, construction team, design team etc. and external departments like Aramco PMT, PID, Aramco Document section as well as coordination with company’s contractors, vendors, third parties etc. for the smooth functioning of day-to-day business.
· Has the responsibility for general administration of quality data and records. Has the responsibility for the preparation of quality dossiers and statistical reporting on quality matters. 
· Maintain & update Daily, Weekly and Monthly reports/Record from all Work locations/sites.
· Document distribution & control in accordance with company document control procedure.
· Preparation, submission, tracking and follow-up of the files and control logs concerning to all internal and external departments.
· Assuring proper tracking and accurate records of all documents including pending documents, Preparation and submission of weekly progress reports, follow-up and notifying the involved party for appropriate action on the pending documents & issues.
· Document distribution & control in accordance with company document control procedure.
· Update and maintain Calibration reports and records with due dates
· Maintain & update QC Inspectors department organization chart.
· Preparation and maintaining of incoming/outgoing transmittals and transmittal logs, Non-conformance record/logs and other record/logs as per project QA/QC requirement.
· Attend & preparing the Weekly Quality Minutes of Meeting, Preservation Minutes of Meeting, LBE’s meeting & Internal Quality Minutes of Meeting as per weekly schedule and taking minutes of discussion details.
· Assisting in Preparing Document for the Construction MONTHLY QUALITY MANAGEMENT REPORT & Submit to Client on scheduled time. 
· Assisting in Preparing Document for the Management Review Report & submit to client 
· Assisting in preparing of Monthly PQI DATA Documents & submission to Aramco on scheduled time.
· Preparing & maintaining submission documents of Quality deliverable’s & weekly updated reports to share with Aramco/Client which is related to QA/QC Department.
· Maintaining & preparing QC Manpower Status & tracking sheet, Quality Manpower-histogram, Quality manpower as per schedule-Q & Quality manpower plan. 
· Assisting in processing of newly employed QC personnel Transmittal & their interview schedule for client approval.
· Assisting in facilitate and prepare & maintaining record tracking sheet for QC personnel required documents (Aramco Approval medical, resume verification if original docs) For QA/QC Dept. record.
· Raising RFI’s in Aramco QMIS System (Raising RFI, Closed RFI Copy and Replies for QMIS Activity)
· Maintaining RFI Logs for all Disciplines (Civil, Mechanical, Electrical, Instrument, Insulation, AG Piping, UG Piping, Welding, NDE, HVAC, Painting, Telecom)
· Receive IFC Drawings and Approved Drawings from Project Control Department.
· Maintaining Master Log of QC Controlled Drawings for all disciplines.
· Return the Superseded Drawings to the Project Control Department and Receive the Latest Revision Drawings.
· Proper Filing of Controlled Drawings as per the discipline for easy retrieval and tracking.
· Maintaining Tool Box Meeting & safety training as per department request and share with Aramco.
· Perform other work assignment as directed by QA/QC Manager and Corporate QA/QC Manager / Auditor / Proposal & Aramco PMT/PID)
· Maintain the documents and drawings in the Document Control Center office under safe custody without any damage or deterioration with easy traceability.
· Assisting in file and maintain the existing Quality Control documents together with incoming documents, in an orderly and controlled manner.
· Assisting in Controlling, receiving and filling of QA/QC documents such as incoming/outgoing correspondence, project QC weekly reports.
· Assisting in revisions of quality documents as per project / Clients comments such as Manual, Procedures, Inspection test plan prior to re-submission.
· Preparing logs of Prepare Memo, Letter, Fax and any particular correspondence in needs.
· Assisting in administration and controlling of office equipment’s & documents. 



Education & Skills
· Graduation (Journalism) 2001 (BZU, Multan)
· D.com (Diploma in Commerce) 1998 (PBTE, Lahore)
· C.com (Certificate in Commerce) 1997 (PBTE, Lahore)
· SSC, Secondary School Certificate 1996 
· Typing Speed 40
· DIT (Diploma of Information Technology (CCEI, Sahiwal Campus)
· Familiar with Software’s:
1. Microsoft Office:        All versions, Access, Publisher,
2. OS:                                98, 2000, XP, 7, 8, 10, Server 2003, 2008,
3. Aconex.		
4. Certified ISO 9001:2015 Quality Management System (QMS) Essentials
5. OneDrive
Achievements and Awards
      
· Appreciated me by ITS Company with a Certificate of Appreciation after completion of its Turnaround Project.
· Awarded me by Aramco Certificate of Appreciation during Project (JRP, Jizan Refinery Project).
· Awarded me the Best Employees during years 2007 – 2009 by the University of Engineering & Technology, Taxila)
Personal Information

Iqama #		:	2536233238 (1st Transferred to DAR)
Current Location	:	Riyadh 
Date of Birth	:	20-August-1979
Nationality 	:	Pakistani
Driving License	:	Valid (30-Oct-2030)
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