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Summary
Work Experience

* Current Employer:
From 2016 – present: ACE Project Management (Moharam-Bakhoum) as Document control & Administration Manager
My duties are as the below:

Managing the Department for Project Management 
· Implementation of Procedures.

· Establish control, and monitoring guidelines for receipt, logging, review, Distribution and returning of Consultants and Contractors/Supplier Documentation.                                                                     

· Providing top management with daily, weekly, monthly & all requested reports Related to the above mentioned documents. 

· Supporting project management & consultants with documents & reports to Attend meetings, push outstanding items       

· Receiving & issuing architectural, electromechanical & structure technical documents like shop drawings, material submittals, requests for information (RFI), drawing field changes (DFC), drawing change notice (DCN), material plant inspection request & inspection requests from/to the contractor.

· Receiving & issuing all the correspondences like letters, faxes, transmittal notice & E-mails

 To/from the office & making the necessary distribution.

· Monitoring all the project documents by preparing a daily status report to insure issuing 

the proper reply within the contractual review period.

· Logging the incoming & outgoing submittals.

· Preparing reports for the monthly progress of the whole documents
From 2013 till 2016: I was a Team Leader Document Control in EHAF Consulting Engineering .
· Novatel Tahrir, Cairo Project (Hotels)

· Shclumberger Project 06 October City (Industrial Area)

· Chevron Project AL Sheikh Zaid City(Fast Track)

· Oracle Office in City stars Buildings (Fast Track)
My duties were as the below:

· Establish control, and monitoring guidelines for receipt, logging, review, Distribution and returning of Consultants and Contractors/Supplier Documentation.                                                                     

· Providing top management with daily, weekly, monthly & all requested reports Related to the above mentioned documents. 

· Supporting project management & consultants with documents & reports to Attend meetings, push outstanding items       

· Receiving & issuing architectural, electromechanical & structure technical documents like shop drawings, material submittals, requests for information (RFI), drawing field changes (DFC), drawing change notice (DCN), material plant inspection request (MIR)& inspection requests(IR) from/to the contractor.

· Receiving & issuing all the correspondences like letters, faxes, transmittal notice & E-mails

 To/from the office & making the necessary distribution.

· Monitoring all the project documents by preparing a daily status report to insure issuing 

the proper reply within the contractual review period.

· Logging the incoming & outgoing submittals.

· Preparing reports for the monthly progress of the whole documents
· All related in ACONEX  Program

From 2007 till 2013: I was a Document Control Manager in Arab Consulting Engineering (Moharam-Bakhoum).

In Many Large projects:

· Royal City Project in AL Sheikh Zaid City

· Murzuk 2 Projects Infrastructure and Housing  (Libya Branch)2008-2011 
· Garden Hills Project 06 October City Egypt 
· Porto golf Marina at North Cost Egypt Project  
My duties were as the below:

· Establish control, and monitoring guidelines for receipt, logging, review, Distribution and returning of Consultants and Contractors/Supplier Documentation.                                                                     

· Providing top management with daily, weekly, monthly & all requested reports Related to the above mentioned documents. 

· Supporting project management & consultants with documents & reports to Attend meetings, push outstanding items       

· Receiving & issuing architectural, electromechanical & structure technical documents like shop drawings, material submittals, requests for information (RFI), drawing field changes (DFC), drawing change notice (DCN), material plant inspection request & inspection requests from/to the contractor.

· Receiving & issuing all the correspondences like letters, faxes, transmittal notice & E-mails

 To/from the office & making the necessary distribution.

· Monitoring all the project documents by preparing a daily status report to insure issuing 

the proper reply within the contractual review period.

· Logging the incoming & outgoing submittals.

· Preparing reports for the monthly progress of the whole documents
· Responsible for Public Relation with Governmental
· All related in ACONEX  Program

From 2006 to 2007 as Document control Specialist at ECH(Egypt Consultant House)

Head Office. 
My duties were as the below:

· Establish control, and monitoring guidelines for receipt, logging, review, Distribution and returning of Consultants and Contractors/Supplier Documentation.                                                                     

· Providing top management with daily, weekly, monthly & all requested reports Related to the above mentioned documents. 

· Supporting project management & consultants with documents & reports to Attend meetings, push outstanding items       

· Receiving & issuing architectural, electromechanical & structure technical documents like shop drawings, material submittals, requests for information (RFI), drawing field changes (DFC), drawing change notice (DCN), material plant inspection request & inspection requests from/to the contractor.

· Receiving & issuing all the correspondences like letters, faxes, transmittal notice & E-mails To/from the office & making the necessary distribution.

· Monitoring all the project documents by preparing a daily status report to insure issuing 

The proper reply within the contractual review period.

· Logging the incoming & outgoing submittals.

· Preparing reports for the monthly progress of the whole documents
From Aug 2003 to 2006 as a Assistance Document Control Manager at Golden Pyramids Plaza Project City Stars in (Project Management Organization PMO) 
My duties were as the below:

· Providing top management with daily, weekly, monthly & all requested reports Related to the above mentioned documents. 

· Supporting project management with documents & reports to Attend meetings, push outstanding items       

· Receiving & issuing all Document from/to project management organization (contractors/consultants) 
Education:

Sep-1998 – 2002: Zaqaziq University / Faculty of commerce / Accounting Section

Other Certification

· Certified Manager Program from Oxford College2011 At AGETCO Center and

 Orascom Training Center.

· Courses of (Accounting of Commercial & Industrial Companies).  

At: High Professional Advisors Center .HPA

· PFA (Professional Financial Accountant) Cairo University

· Diploma in Basic English for Business and Tourism (Alison - Free Online Learning)

· Diploma in Human Resources(Alison - Free Online Learning)
· Introduction to Supply Chain Management (Alison - Free Online Learning)
· Diploma in Operations Management (Alison - Free Online Learning)
IT skills:

Well experienced in the use of:-

· Windows All environment

· MS Office including: word, Excel, outlook & Power Point 

· Aconex Program

· Adobe  Acrobat all revisions 

Languages:-

· Arabic Mother tongue

· English: very good

