Ahmed Ibrahim Said

Document control
Administrative Specialist

Contact Information
Phone: 0503283457 \u
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):

e 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 Al Foundations Assciate certification

Technical Skills

e MS Office: Word, Excel, PowerPoint, Outlook, SharePoint
* Primavera Unifier

e Oracle Aconex

e Government platforms
e 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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Complete Document Control Training: QA, Lifecycle & Digital System

Distinction

This certificate Is issued on;

May 4, 2025.
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B I
W | ACADEMY Y

slandards
ACCREDITED



Official Transcript
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Certificate Code

70981-534081-2085547

Ahmed Ebrahim Said Ali

has been successful in the following components of the course

Document Control

Maodules successfully complered:

Madule OL:
Madule 0Z:
Madule 03:
Madule 04:
Madule 05:
Madule D&:
Madule OT:
Madule 03:

Intreduction to Dacument Contral

Principles of Dacument Control and Elements of Document Control Environment
Docuament Control Lifecycle

Cocument Control Strategiss and [nstruments

Cocument Mandagement

Quality Assurance and Controlling Quality of Documents

Project Document Cortral

Electronic Document Management Systems and Soft Copy Documentation
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CERTIFIED

The CPD Certification
rice

3rd May, 2025

Date of Award

¢, Alison

EMPOWER YOURSELF

CERTIFICATE
AHMED EBRAHIM SAID ALI

has received this award for successfully
completing the course:

Document Control: From Principles to
Practice

To verify:
CIF%H

(=17

Maere Rickarolsavi

Director of Certification

5733-48303146
https://alison.com/certification/check/be603a8acd




ORACLE

University it

Foundations
Assaciate

Oracle Certified Foundations Associate
Certificate of Recognition

ahmed ibrahim said

Oracle Cloud Infrastructure 2025 Certified Al Foundations Associate

This certifies that the above named is recognized by Oracle Corporation as Oracle Certified.

August 21, 2025 %

o Date Damien Carey
" Senior Vice President, Oracle University

This eCertificate is valid until August 21, 2027

1023860660CI25AICFA



QIWA =8

v

Issue date: 18/09/2025
Certificate ID: 157636-49147028
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Service Certificate

To whom it may concern,

This letter is issued by the employee upon

contract termination and completion of service.

oVl dody go

JUA diorig cahgall ulh ol cliy salail cijanl

"Joell ualn gl Joell Byia

Full name: wle At pud@lpl roal :Jolall puul
ID / lgama number: 2585749969 :doldVl / aygall o)
Nationality: sdyutiall
Company name: aalg gadu dSpin alglaoll alesVl ddaa db :6Lduioll pwul
Job title: alaiiwo Kala reathgll gowall
Job type: Jols plgasadc :dahgll ggi
Service duration: 19/09/2024 - 18/09/2025 :dorAll 6a0

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.

<

Human Resources and
$ Social Development
Approved by Ministry of Human Resources and Social Development
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Verify certificate
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@ 1010273025

@ info@egah.com.s
(0564548862
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