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Detail-oriented Document Control Specialist with experience in managing, tracking, and maintaining project documentation in fast-paced environments. Skilled in document management systems, ensuring accuracy, compliance, and timely distribution of documents. Committed to supporting project teams with efficient document control processes and maintaining high standards of organization. My experience extends to working in industries where document accuracy, version control, and compliance are paramount—skills I've honed while working with leading project management tools like Aconex, Asite, etc.

I have successfully led and supported teams, developing systems that allow for seamless project execution and collaboration. My expertise in Aconex has been pivotal in ensuring that all documents and communications are organized, controlled, and accessible in accordance with industry standards. From architectural and engineering projects to construction and beyond, I have a proven track record of managing critical documentation and project workflows with precision.
	


.

	
	Key Skills & Areas of Expertise
	·  Document Control & Workflow management.
· Excel Reporting & Data Organization
· Adobe PDF Tools & Odoo.

· Aconex & Asite Cloud Document Control: Advanced knowledge of Aconex and Asite cloud platform for document management, project coordination, and tracking.
	
	· Contracts, Invoices, and Submittals handling.
· LOG System Tracking.
· Archiving, Register Creation & Version Control.

· Administration Management: Oversight of administrative teams, process optimization, and office efficiency.


	· Document Management: Ensuring proper documentation procedures and version control to maintain accuracy.
	
	· Compliance & Quality Assurance: Ensuring compliance with internal policies, regulatory standards, and industry best practices.

	· Project Coordination: Supporting cross-functional teams with scheduling, budgeting, and project-related communication.
	
	· Team Leadership: Motivating, training, and mentoring administrative and document control teams to improve performance.

	· Health & Safety: Basic Fire Fighting, Awareness of permit to work systems, Identification and control of Hazards and General Safety awareness and safety Induction for personnel improve performance.

	
	· Computer and Software: Microsoft Office,
Microsoft Navision & SAP (ERP System).



Work history
Document Control Specialist
	Saudi Architects Engineering Consulting Company, Riyadh, Saudi Arabia
	September 2025 - April 2026



[bookmark: _fzv5z3cnn77j]Core Responsibilities
· Manage and maintain all project documents (drawings, reports, contracts, submittals) in a structured system
· Ensure proper document control procedures, numbering, filing, and version control
· Review incoming and outgoing documents for accuracy, format, and compliance with project standards
· Control document flow between client, consultant, and contractor
· Track submissions such as RFIs, submittals, transmittals, and approvals
· Maintain up-to-date document registers and logs
· Ensure timely distribution of approved documents to relevant stakeholders
· Archive and retrieve documents as required for audits or project needs
[bookmark: _6j77v9dabc97]Coordination & Compliance
· Coordinate with engineers, project managers, and contractors for document updates
· Ensure compliance with company policies, client requirements, and ISO standards
· Support audits by maintaining accurate and traceable records
· Monitor deadlines and follow up on pending documents
[bookmark: _mp3tmbmssqif]Systems & Reporting
· Operate document management systems (e.g., Aconex, Asite, SharePoint, EDMS)
· Generate reports on document status, delays, and approvals
· Maintain confidentiality and security of sensitive documents
[bookmark: _nhkdbj24qfy5]Process Improvement
· Improve document control workflows and filing systems
· Train team members on document control procedures if required
· Ensure efficient and organized document handling throughout the project lifecycle
· 

Snr. DOCUMENT CONTROLLER
	Red Sea Global, Saudi Arabia
	August 2024 - September 2025



Projects:

Shura Island Project Hotel East 03 and 04
Responsibilities:
· Organize, categorize, and maintain both electronic and paper documents, ensuring accessibility and retrieval with minimal delay.
· Ensuring proper versioning and updating of documents to maintain the integrity of all project and corporate records.
· Coordinating timely and accurate distribution of documents to stakeholders, project teams, and external partners.
· Ensuring that documents meet industry standards and regulatory requirements while adhering to company-specific procedures.
· Establishing and managing efficient document filing and archiving systems, ensuring long-term retention and disposal per company policies.
· Work closely with cross-functional teams, including project managers, engineers, and quality assurance personnel, to ensure smooth document flow and resolution of any documentation issues.
· Assist with audits by providing accurate and up-to-date documentation and ensuring compliance with all applicable standards
· Quality check documents, drawings, and transmittals for correct titles, revisions, and document number and revision submitted by suppliers/subcontractors, and engineers
· Receive and send all documents to database / log entries for tracking purposes
· Prepared, download and printed documents/drawings, specifications, Add/update documents in project information systems
· Responsible for Submission of documents such as BIM models, Shop drawings, Material Submittals. method statement, Pre-qualification, sample submittals, RFI, WIR, MIR, Daily Reports, etc.
· Managed the project email inbox to ensure that internal requests are handled in a timely manner.
· Responsible for issuing all engineering documents as well as supplier/vendor documents
· Develop and manage utilization of document control database system allowing for better tracking of documents, approval loops, revision identification, quality, and timely receipt for distribution
· Responsible for ensuring circulation durations for distribution and retention cycles are tracked and monitor any deviations so they may be reported to management.
· Prepare, file, and distribute all project documentation/drawings and correspondence for EPC groups (engineering, procurement, construction).
· Facilitates information flow and action with coordinators.
· Update Daily logs and follow up of overdue.
· Arrange Gate pass for visitors
· Petty Cash and invoices approval and submit to the finance department.
· Creates transmittals and files for recipients to ensure nothing is delayed that may affect projects.
· Maintain document distribution matrix for project teams, client lists, and key personnel
· Assisted in engineering specification templates to be uploaded to the Aconex.

ADMIN INCHARGE
	Elite Engineering PVT, Lahore, Punjab, Pakistan
	August 2018 - February 2024



PROJECTS:

1- Attock oil Depo Project Sheikupura.
2- Honda motors Project Kot Abdul Malik.
3- Total Parco Project Faisalabad.
4- Shell Depo Project Shikarpur.
5- Bulleh Shah paper mill extension Project Kasur.
6- ZRK Extension Project Mardan.

Responsibilities:

Office Administration:

· General office management & administration.
· Arrange and manage official events.
· Employee's attendance record keeping.
· Repair & maintenance of office space and office equipment.
· Maintain record of company's assets issued to staff (computers, furniture, devices, etc.).
· Use safety precautions in all housekeeping services.
· Supervise and delegate tasks to office support staff (drivers, office boy, janitors, guards etc.) and ensure their tasks are completed timely.
· Ensure timely submission of utility bills and office rental to the finance department for payment.
· Make arrangements for onsite new joining.
· Make sure the office and accommodation are secure.
· Maintain all relevant records.

Logistics & Procurement:

· Make the travel & lodging arrangements for employees and consultants (vaccination, hotel, air and road travel, insurance, travel authorization and advances, and others) and manage records.
· Manage company's vehicles/fleet and supervise insurance and daily use.
· Purchase and maintain office supplies, kitchen supplies & stationery for all departments.


Boarding & Lodging:

· Maintain proper record of employee's travel.
· Welcome company's guests and make necessary arrangements for their stay and travel.
· Plan arrangements for protocol.
· Maintain vehicle logbooks for all vehicles.
Ensure the safety of company vehicles.

I.T Support:

· Ensure the internet and network is running smoothly and efficiently.
· Support team in Setting-up laptops and email IDs for new employees with support of IT teams.
· Ensure printers, scanners and cameras are working smoothly.
· Other General Tasks etc.


SITE ADMINISTRATOR CUM DOCUMENT CONTROLLER
	Unimac Riyadh, Riyadh, Saudi Arabia
	November 2014 - August 2018



Projects:

1- Shibah Al Jazeerah Project.
2- Istanbul Road project.

Responsibilities:

· Working closely with various departments, increasingly in a consultancy role, assisting line managers to understand and implement policies and procedures.
· Liaising with a wide range of people involved in policy areas such as staff performance and health and safety.
· Recruiting staff - this includes developing job descriptions and person specifications, preparing job adverts, checking application forms, shortlisting, interviewing and selecting candidates.
· Developing and implementing policies on issues like working conditions, performance management, equal opportunities, disciplinary procedures and absence management.
· Working with other managers to plan future staff needs.
· Administering payroll and maintaining employee records.
· Planning, and sometimes delivering, training - including inductions for new staff.
· Provide information and assistance to staff, supervisors and Council on human resource and work-related issues.
· Monitor staff performance and attendance activities.

ASSISTANT MANAGER
	Q-Mart Corporation Private Limited
	October 2009 - October 2014



· Maintenance of the machinery and the printers of the company.
· At the end of the month make the attendance sheet of all employees and send it to the accounts section for making a salary.
· Call the quotation and make the comparative sheet as per the quotation of the material is received.
· Call the resume as per the requirement & fix the interview of the candidates.
· Give the joining date of the candidate and make the necessary arrangement.
· Documentation of the files.
· Make the necessary formats for the company.
· Issue the Offer letter and appointment letter to the selected candidate.
· Time to time provides training to the employees.
· Handling the recruitments, Screening, Training Program, records of the employees and leave record.
· Find & make the new vendors, dealing with vendors of the company and check the bills of those vendors & send to the accounts after clearing from the GM.
· Purchasing of daily routine stationary, housekeeping material & office required material and maintaining the record of that material.
· Security, Mess, Front Office, Transportation, Attendance, Purchasing, Recruitment, Screening, training Program, Records handling, Cash Handling, etc.





ADMIN OFFICER
	ICI (Akzo Nobel)
	January 2007 - October 2009




· Creating, implementing, changing, and maintaining all documents pertaining to the Quality Business Management System, according to the rules and regulations.
· Reduced errors in document submissions with thorough quality checks before distribution
· Improved team collaboration by providing training on new document control software and procedures.
· Enhanced project efficiency by maintaining accurate and up-to-date project documentation.
· Streamlined document control processes by implementing efficient electronic filing systems.

ADMINISTRATION OFFICER
	Hira Polytechnique College
	March 2005 - January 2007




· Coordination with teachers, Security, Documents, Front Office, Maintenance, Transportation, housekeeping, etc.
· Maintained high levels of organization within the office space through regular supply inventory checks and proactive restocking efforts.
· Contributed to office safety by enforcing workplace policies and following emergency procedures as needed
· Managed team petty cash, purchase orders and account transactions.

Education
Ambala College at Sargodha 
Bachelors in science    June 2004 
Certifications
Head Office Health and Safety Induction
Health and Safety Leadership Policy
Site Visitor
Phishing
Code of Conduct
Confidentiality
Related Party Transactions
Whistleblowing
Electrical Safety

Languages
	English: Full Professional
	
	Urdu: Native or Bilingual

	Arabic: Professional Working


Additional Information - Valid Driving License
Saudi Arabia
Personal Information
Passport Number: CT9896272
Date of Birth: 1984-06-05
Nationality: Pakistani
Marital Status: Married
Transferable Iqama
	



