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Covering Letter

Dear Madam / Sir, 

Subject: Job Request for Lead Document Controller (Potential Document Control Manager)

I would like to introduce myself as a Lead Document Controller (Potential Document Control Manager) looking for a new opportunity and environment with diverse working experiences more than 18 years in Gulf Countries (GCC). Through this application, I would like to forward my candidature with obviously the jest to grow in your esteemed organization as it matches my experience. My credentials and work experience are attached herewith in curriculum vitae. 

I am keenly interested in pursuing my career in a more challenging and a growth oriented work environment. Having accomplished/learnt the maximum available, there is sense of satisfaction as well as this gut feeling that I am ready to move on to a new arena, where can utilize my knowledge/qualities/capabilities in the development of the company and at the same time learn from the surrounding to be still better and move ahead.

In conjunction to my strong motivation to be in this field, please consider the following:

· I am presently working under a Spanish Construction giant Company M/s. Ferrovial Agroman, as a Lead Document Controller (Potential Document Control Manager) since 1st December 2014 at Batinah Expressway Project, Package-5 in Sohar, Sultanate of Oman. Note: joint venture with M/s. Federici Stirling (Italy) and M/s. Batco (Lebanese). Project Value: USD 345 Million. 
· I have worked with M/s. Ibn Khaldun AL Madaen (IKAM), Engineering Consultants at Duqm Airport Project, Package-1 & 2 in Duqm, Sultanate of Oman as a Lead Document Controller since 10 September 2011 up to 31 October 2014. Project Value: USD 244 Million.
· I have worked with a Greece construction company M/s. Aktor SA. joint venture with Cyprus contractor company M/s. Costruzioni Cimolai Armanda Spa & M/s. Cybarco and a local construction company in Qatar Ms/. Al-Darwish Engineering (ADCC-JV) at New Doha International Airport Project, CP11, CP26 & CP94 in Doha, Qatar as a Sr. Document Controller/Technical Assistant for MEP Department  since 25 June 2007 up to 26 August 2011. Project Value: USD 4 Billion.

· I have worked with M/s. Dhabi Contracting East, at Telecom & Administration Building (Etisalat Head Quarter) in Al Kifaf Area-Dubai, UAE as a Sr. Document Controller/Procurement Officer for MEP Department since 5 June 2001 up to 24 June 2007. Project Value USD 350 Million.
· I have worked with M/s. Saudi Constructioneer East, at Taiba – 2, Commercial & Residential Center in Al Madina Al Manawara-KSA as a Project Executive Secretary cum Document Controller since 7 September 1997 up to 10 August 1999. Project Value USD 220 Million.
I would appreciate your consideration and look forward to hearing from you soon. 

Best regards,

Mohammad
Mohammad.375448@2freemail.com 


RESUME:
Mohammad 

Career Objective
With more than 18 years Gulf Countries work experiences in the document control field with ISO 9001-2000, multinational Construction Companies and Engineering Consultancy, acting as a Lead Document Controller (Potential Document Control Manager), I'm capable to set up and run documentation and control for all type of projects. To acquire a career opportunity where my knowledge, work experience, skills, talents and capabilities can be mostly utilized, advanced and display initiative and assume responsibility.
Availability: Immediate 
Expected Salary: Negotiable 
Oman Light Driving License: Available
Ideal Job
Lead Document Controller (Potential Document Control Manager) 

Job Experience Classification – More than 18 Years (in Gulf Countries)
	M/s. Ferrovial Agroman (Spanish) in Oman

M/s. Ibn Khaldun Al Madaen in Oman
	: 3 Years (From Dec 2014 to Present)
: 3 Years 2 Months (From Sep 11 to Oct 14)

	M/s. Aktor SA. (Greece) in Qatar
	: 4 Years 3 Months  (From Jun 07 to Aug 11)

	M/s. Dhabi Contracting East in UAE
	: 6 Years (From Jun 01 to Jun 07)

	M/s. Saudi Constructioneers East in KSA
	: 2 Years (From Sep 1997 to Aug 1999)


Qualification
	Degree
	: B.Sc (Honors)

	Subject
	: Mathematics, Physics & Chemistry

	Year
	: 1991-1993

	University
	: Bihar University, Muzzafarpur, Bihar, India 


Computer Skill
· Working on ACONEX Software.

· Worked on EB Web (Enterprise Informatics) Software. 

· Expert in Electronics Document Management System (EDMS).
· Proficient in Primavera Expedition.

· Expert in Microsoft Offices (Word, Excel, PowerPoint & Outlook Express). 

· Macromedia Flash, Adobe Acrobat Professional, Adobe Photoshop,                                  PC Troubleshooting, and many other utilities for different purposes.
· Knowledge of Auto Cad.
M/s. Ferrovial Agroman (Spanish Management) – Sohar, Sultanate of Oman 

	Job Title
	: Lead Document Controller (Potential Document Control Manager)

	Duration 
	: From 1st December 2014 to Till Date

	Project
	: Batinah Expressway, Package 5

	Consultant
PMC
	: Botek-ACE & Partners, Engineering Consultancy
: Driver 

	Client
	: Ministry of Transport & Communication (MoTC)


Work Experience:
· Implements and maintain the Document Control Management System and overseeing that all updates to program documents (i.e. design criteria, design reports, drawings, approved changes, etc.) are being captured, collected, stored and disseminated through the proper channels to all concerned parties and ensuring that teams working on the program are using the latest version of the documents.

· Leads the team of Document Controllers (5) to ensure all the functionalities of the section are met.

· Establishes and maintains clear/concise work standards and goals. 
· Prepare Project document and data management plan, including flowcharts.
· Co-ordinate and direct the maintenance of all technical and project related documents including drawings, contracts, specifications and tender documents.
· Responsible for receipt, registration and distribution of all documentation. 
· Maintenance and secure filing of all document revisions, transmittals and comments sheets.
· Managing the review and approval process of the documents produced and demonstrates and audit trail for the management of all revisions.
· Controlling documentation at all stages (review to close-out).

· Prioritize and distribute work load to meet deadlines.
· Dealing with subcontractors, suppliers to ensure that documentation complies with company procedures.
· Retrieving and supplying information as requested for the smooth and timely completion of projects.
· Responsible for allocating numbers to documentation in accordance with procedures.
· Responsible for the implementation of system in DCC as per relevant Procedure.
· Distributing works to co-workers and supervising the establishment and maintenance of Project Central filing system.
· Reporting to Quality Manager /Technical Manager/ Project Manager for the Progress of Project Documentation.
· Incorporate the agreed Document Distribution Matrix in to Document control system.

· Update and maintain Document Control Database at all times, carry out periodic checks of accuracy & completeness of data.
· Adequate backups /Storage of all documents shall be maintained and a copy of all critical documents/ records shall be stored off-site.
· Maintain at all times a whole and complete control copy of project documents including drawings and details, and all other fundamental project documentation.
· Provide a complete and accurate deliverables register capable of detailed registration, progress measurement, planning, tracking, monitoring, expediting and reporting. 
· Provide coordination/liaison support for document control areas during active project phase as well as end for smooth handover.
· Assist to preparation of Notice of Variation Orders, LOA/LOI.
· Assist to preparation and submission Operation and Maintenance Manual at the end of the Project as per specification and Client requirement.
· Perform other ad-hoc duties as assigned by the management.
JOB PROFILE:
M/s. Ibn Khaldun Almadaen, Engineering Consultants – Duqm, Oman


	Job Title
	: Lead Document Controller

	Duration 
	: From 10 September 2011 to 31 October 2014

	Project
	: Duqm Airport Project, Package – 1 & 2

	Contractor
	: Desert Line Projects LLC & Hanjin Heavy Industries & Construction Co.

	Project Manager
	: ADPi

	Client
	: Ministry of Transport & Communication (MoTC)


Work Experience:
· Documentation (ISO Standards) & Publishing the Engineering documents through Primavera Expedition Software. 
· Control of flow of documents in Client-Project Manager-Engineer-Contractor system of project run.
· Maintain the document control system for the project ensuring all document control procedures are adhered to.

· Ensure all incoming and outgoing project documentation and correspondences through the document control system. 

· Monitor and continuously in order to improve the effectiveness of the document control procedures and processes according to the project specifications/ contract documents. 

· Update project management on document control status, control sheets, transmittal issuance and correspondence status and report to the Boss. 

· Ensure the archiving of all project documentation including hard and electronic copies as required by the projects’ execution team. 

· Develop and maintain positive working relationship with all project execution team. 

· Well versed in Supervision of Digitization of Documents.
· Archiving of complicated Electronic Document Management System (EDMS).
· Compilation and synchronize the final output of Weekly, Monthly Progress Reports.
· Sorting, Filing, Labeling and Retrieval of sea of mixed documents.
· Monitoring of Hyperlinks with conditional updates from various works departments.
· Preparation of comprehensive file index for Correspondences, Reports, Books, Engineering Drawings, CD’s and Panorama of Project. 

· Wide exposure to multi cultural working environments; in big firms, prestigious projects by Clients.
M/s. Aktor S.A. (Greece) – Qatar


(Aktor S.A, Al-Darwish Engineering, Costruzioni Cimolai Armanda Spa & Cybarco-JV)  

	Job Title
	: Sr. Document Controller / Technical Assistant (MEP Division)

	Duration 
	: From 25 June 2007 to 26 August 2011

	Project
	: CP11, New Doha International Airport (NDIA) Project

	Consultant
	: Overseas Bechtel Incorporated (OBI)

	Client
	: NDIA Steering Committee


Work Experience:
· Working as a team leader with in the project for establishment and maintenance for proper documentation as per approved system (ISO 9001-2000).

· Supervision, coordination and support of document control department, including document expediting – Group of 6 document controllers and expediters.
· Prepare Project document and data management plan, including flowcharts.
· Co-ordinate and direct the maintenance of all technical and project related documents including drawings, contracts, specifications and tender documents.
· Responsible for receipt, registration and distribution of all documentation. 
· Maintenance and secure filing of all document revisions, transmittals and comments sheets.
· Managing the review and approval process of the documents produced and demonstrates and audit trail for the management of all revisions.
· Controlling documentation at all stages (review to close-out).

· Prioritize and distribute work load to meet deadlines.
· The development and maintenance of registers for each project.
· Creating, tracking and returning IDC’s with comments.
· Dealing with subcontractors, suppliers to ensure that documentation complies with company procedures.
· Retrieving and supplying information as requested for the smooth and timely completion of projects.
· Manage the strategic and day to day operations of GPS document control centre.
· Responsible for allocating numbers to documentation in accordance with procedures.
· Responsible for the implementation of system in DCC as per relevant Procedure.
· Distributing works to co-workers and supervising the establishment and maintenance of Project Central filing system.
· Control of incoming and outgoing documentation.
· Direct reporting to Project Manager for the Progress of Project Documentation.
· Ensure proper and satisfactory operation of the Electronic Document Management System (EDMS) at all stages (transmitting, receiving, recording, Scanning, archiving viewing etc,). 
· Incorporate the agreed Document Distribution Matrix in to Document control system.

· Update and maintain Document Control Database at all times, carry out periodic checks of accuracy & completeness of data.
· Adequate backups /Storage of all documents shall be maintained and a copy of all critical documents/ records shall be stored off-site.
· Maintain at all times a whole and complete control copy of project documents including drawings and details, and all other fundamental project documentation.
· Provide a complete and accurate deliverables register capable of detailed registration, progress measurement, planning, tracking, monitoring, expediting and reporting. 
· The deliverables register shall control all deliverables throughout the contract life span.

· Provide coordination/liaison support for document control areas during active project phase as well as end for smooth handover.

· Preparation and submission of Mechanical Completion package at the end of the project as per client requirement.
· Co-ordination with project manager for submission of all project deliverables to client.
· Co-ordinate with vendors for submission of documents and drawings with GPS numbering format and procedure.
· Closing-out, scanning and archiving project documentation.
· Follow-up required responses or feedback to documents/drawings or any other documentation.
· Maintaining and updating Key Performance Indicators (KPI) & Material Tracking System (MTS).

· Perform other ad-hoc duties as assigned by the management.
M/s. Dhabi Contracting East – U.A.E.


	Job Title
	: Sr. Document Controller cum Procurement Officer  (MEP Division)

	Duration 
	: From 19 September 2003 to 24 June 2007

	Project
	: Telecom &Administration Building in Al Kifaf (B3+GF+L32) – Dubai

	Project Manager
	: Turner Construction International

	Consultant
	: Shankland Cox Ltd 

	Client
	: Etisalat

	
	

	Duration 
	: From 5 June 2001 to 18 September 2003

	Project
	: Ministry of Education Projects in Al Qusais - Dubai

	Project Manager
	: Turner Construction International

	Consultant
	: Al Burj Engineering Consultants

	Client
	: Emirates Real Estate Corporation


Work Experience:
· Documents controlling as per Company’s regulations.

· Control of incoming and outgoing documentation.
· Direct reporting to Project Manager for the Progress of Project Documentation.
· Ensure proper and satisfactory operation of the Electronic Document Management System (EDMS) at all stages (transmitting, receiving, recording, Scanning, archiving viewing etc,). 
· Update and maintain Document Control Database at all times, carry out periodic checks of accuracy & completeness of data.
· Distributing documents in related departments/ Engineer as per distribution guide.

· Preparation of Filing System in compliance with Company’s ISO procedures.

· Maintaining Various Log preparations like Drawings, Submittals, Manufacture Data/Samples, Variation Notices, Material Inspection Report, Request for Work Inspection, and Tabulations for Variation Works.

· Preparation of Daily Report, Weekly Progress Report, Monthly Progress Report as per the Contract Specification Requirement. 

· Maintaining proper filing system including confidential files & Backup files for smooth office routine works as per the Job Requirements in compliance with Company’s ISO procedures.
· Monitoring analyzing & updating daily activities as per job requirements, ,
· Meetings, events, management of diaries, calendars, Preparing meeting of minutes.

· To assess vendors suitability & development in local and international markets. Assisting in Vendors, Material Development for local and substitute for imported materials.

· To prepare vendors data base product wise. Conducting research related to item availability.

· Preparation & Follow-up Inquiries and Quotations.

· Verified compliance of materials with Project/Contract requirements.

· Negotiations for price & commercial terms of procurement.

· Preparation of Comparison Sheet, Letter of Award & Letter of Intent.

· Preparation & Follow-up with Subcontractors /Suppliers to submit Submittals, Samples, Method Statement,  Compliance Sheet to obtain approval from the Engineer/Consultant prior to proceed orders.

· Follow up on orders ensuring that materials are shipped and delivered on proper time.

· Maintaining records and files related to procurement / purchase activities.

· Assisting the Procurement Manager in day to day operations.

· Coordination with the Main Office for Subcontractors/Suppliers payment. 
· Providing support to accounts and finance dept. for purchase reconciliation in regular basis and any other feedback which might be important for the Project.
M/s. Saudi Constructioneers East. – Kingdom of Saudi Arabia


	Job Title
	: Project Executive Secretary cum Document Controller 

	Duration 
	: From 7 September 1997 to 10 August 1999

	Project
	: Commercial & Residential Building, Taiba – 2, Al Madina - KSA

	Consultant
	: Dar Al Riyadh

	Client
	: Taiba Investment and Real Estate Development Company 


Work Experience:

· Drafting of letters to the Client, the Consultant, Government Authorities, Subcontractors and Suppliers.

· Monitoring and screening phone calls, emails & other correspondences.

· Preparation & follow-up inquiries and quotations.

· Preparation of Comparison Sheet, letter of award & letter of intent.

· Responsible for daily office routine work for incoming enquiries, faxes, memos, and correspondence. And maintaining proper filing system for smooth office routine work

· Maintaining records of all files including confidential files, procurement activities.
· Keeping the daily appointment schedule for the Project Manager with the Supplier's, Dealers, Subcontractors, and the Consultants.

· Coordinating with the Main Office daily for any other feedback which might be important for the ongoing Project.

· Completely handling the Site Office's day to day activities, payroll, purchase's etc.
· Coordination between General Manager and Project Manager, and also other sections.

· Making reservations for flights and hotels.

· Updating the files on a regular basis as well as the Data Base of the Clients on a weekly basis.

· Supervision of the Office Service Staff, Personal affairs of employees with Personal Department.

· Maintaining the Filing System of GM and PM's Office, Following-up of the Suppliers Payment Certificate with Head Office in Riyadh and also coordinating in preparation of Monthly Report of the Project.

Personnel Details
	
	
	

	Date of Birth
	:
	31 December, 1972

	Marital Status
	:
	Married

	Religion
	:
	Islam

	Nationality
	:
	Indian

	Languages
	:
	English, Urdu, Hindi & Arabic


Passport Details
	
	
	

	Place of issue
	:
	Muscat, Oman

	Passport Expiration
	:
	28-Mar-2026
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