
Ahmed Ibrahim Said 
Document control 

Administrative Specialist 

Contact Information 

Phone: 0503283457  

Email: Ahmed52644234@gmail.com  

Profile Summary 

Administrative specialist with over 9 years of experience in administration, human resources, and both paper 

and digital archiving. Skilled in document organization, digital tools, and workflow efficiency. Officially 

certified by the National Water Company of Saudi Arabia. 

Professional Experience 

Document control 
Daqat Al Alabaad General Contracting Co. – Madinah 

September 2024 – Present 

* Managing and coordinating documentation for all stages of water pipeline projects. 
* Monitoring data exchange and documentation workflows using the Primavera Unifier platform. 

** Key Projects (under the National Water Company - Saudi Arabia): 

• Completion of water pipeline networks in East Madinah and Al-Aqool. 

• Phase One of Miscellaneous Water Pipeline Projects in Madinah. 

• Water Pipeline Project for the Expansion of Madinah Airport. 
 

Document control
Mohamed Reda Engineering Consultancy – Makkah

Jul 2022 – Jul 2024

- Executed digital archiving initiatives for the Holy Capital Municipality. 

- Document encryption and upload to company servers.

- Prepared weekly and monthly performance reports.

HR Coordinator
Egyptian Educational Management Co. – Cairo

Jan 2020 – May 2022

- Managed HR operations for British schools.

- Conducted interviews, trained new employees.

- Managed insurance and labor office compliance.

mailto:Ahmed52644234@gmail.com


Document control 
Nile Egyptian International Schools – Cairo 

Feb 2017 – Jan 2020 

- Organized and classified documents. 

- Implemented archiving and retrieval policies. 
- Generated periodic data reports. 

 

Data Entry  
Euromed Pharmaceuticals – Cairo 

Jan 2015 – Jan 2017 

- Accurate and timely data entry. 

- Data validation and quality control. 

 

Education

- Bachelor of Law, Ain Shams University, 2013

- Diploma in Administrative Law

Course
- HR Management Course – Ministry of Education, Egypt

- Document Control Course – Alison Platform

- Document Control Course – Cambridge Open academy

- Aconex Course - Udemy Platform

- Aconex training courses - Oracle University

- Oracle Cloud Infrastructure 2025 AI Foundations Assciate certification

Technical Skills

• MS Office: Word, Excel, PowerPoint, Outlook, SharePoint

• Primavera Unifier  

• Oracle Aconex

• Government platforms

• Certified by National Water Company (Saudi Arabia)

Languages 

Arabic: Native 

English: Very Good

Personal Information 

Nationality: Egyptian 

Marital Status: Married 

Date of Birth: 03/01/1989 

Saudi Driving License: Yes
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Ahmed Ebrahim Said Ali 

Document Control 

70981-534081-205547 

Official Transcript 
Certificate Code 



AHMED EBRAHIM SAID ALI

Document Control: From Principles to
Practice

3rd May, 2025
5733-48303146

https://alison.com/certification/check/be603a8acd



ahmed ibrahim said

Oracle Cloud Infrastructure 2025 Certified AI Foundations Associate

August 21, 2025

This eCertificate is valid until August 21, 2027

102386066OCI25AICFA



Issue date: 18/09/2025 صدار: 2025/09/18 خ الإ اري ت

Certificate ID: 157636-49147028 157636-49147028 : هادة م الش رق

دمة هادة الخ ش

Service Certificate

To whom it may concern,

This letter is issued by the employee upon
contract termination and completion of service.

مر، همه الأ لى من ي إ

لال ه خ دمت ف وخ اء على طلب الموظ ن هادة ب صدرت الش أ
رة العمل لدى صاحب العمل. ت ف

Full name: د على م سعي راهي احمد اب الاسم الكامل:

ID / Iqama number: 2585749969 : امة ق ة / الإ م الهوي رق

Nationality: مصرى : ة سي ن الج

Company name: ص واحد خ ركة ش اولات ش عاد للمق ة الاب ركة دق ش : ة أ ش اسم المن

Job title: دات ن ظ مست حاف : ي ف ي المسمى الوظ

Job type: دوام كامل د ب عق : ة ف ي وع الوظ ن

Service duration: 19/09/2024 - 18/09/2025 : دمة مدة الخ

This letter has been issued based on employee’s request without any

liability on Qiwa or HRSD. Certificate is reviewed and approved by the

employer and does not need to be signed nor stamped. To validate

this certificate, please scan the below QR Code and enter Certificates

information to verify its content.

وى. صة ق ة على من ولي ى مسؤ دن ه ودون أ اء على طلب ن ادة ب ف ه الإ عطي هذ د أ وق

م. ت و خ ع أ ي وق لى ت اج إ حت مدة ولا ت هادة معت الش

. هادة م الش ل رق دخ م أ اه ث دن مسح الرمز أ م ب هادة ق ق من صحة الش حق للت

Approved by Ministry of Human Resources and Social Development

ة ماعـــي ـــت ة الاج مي ن ــة والــــت ــري ش ارة الــــموارد الب ل وز ــب مد مـن ق ـق ومـــعت مـوث
Verify certificate

https://knowledge-center.qiwa.sa/ar/tools-and-calculators/certificate



