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· Objective
I intent to pursue a long-term career in professionally organized institute with an attitude to produce the best of my caliber.  A highly motivated and reliable self-starter. Able to work under time constraints and handle many tasks in an orderly fashion as well as initiate projects and manage them to completion.
· Personal Data:
Date of Birth

: 
28/03/1978




Nationality

: 
Egyptian


   
                       
Marital State

: 
Married   




           


Visa Status

: 
Visit.
Address

: 
UAE. Dubai, 
Contact Details

UAE contact No.        :             C/o 971505891826




E-mail: osama.376751@2freemail.com 
Driving Licenses        :            EGY Driving License.
· Educational Certificate:                                                                                                                                    
· Bachelor of Commerce -  Zaqaziq University, Zaqaziq – Egypt. Class of 2002
· High school Diploma -Ain Shams secondary school, Cairo – Egypt.
· Working Experience:
	· ACE Project Management (Moharam-Bakhoum)
	Dec..2017 Till Date


         Document Control Manager with Project Management (Site)


         Client: El Mostakbl Urban Development (Mostakbal City)

Responsibilities

· Sets up the Document Control system (procedures, processes, templates, applications, etc.)

· Runs & administrates the Document Control system for a project or department

· First line of contact in the case of an escalation of a Document Control related issue

· Gate keeper of the Document Control rules and procedures

· Maintain and update database and original hard copies.

· Preparation of Weekly / Monthly Project Status Reports. 

· Overall responsible for the proper distribution of drawings and related documents to concerned parties. & Others Works
	· CGAA (Consulting Group Accounting & Auditing)
 
	Dec.2013 Till Date
             Part Time


         General Accountant 


        Responsibilities

· Accounting guidance for documents and recording financial transactions in accounting books according to accounting methods.

· Designing accounting and bookkeeping systems and using computer
· Preparing the final accounts and financial statements according to the Egyptian accounting standards.

· Preparing documents and books for tax examination
· Clearance and termination of governmental and official transactions with different entities
	· ACE Project Management (Moharam-Bakhoum)
	November2016 to Nov.2017


        Document Control and Administration Manager


        ACE Project management Head office

Responsibilities

· On a group of Projects or Departments / For an entire Company:

· Manages / Coordinates a team of Document Controllers

· Sets up the Document Control system (procedures, processes, templates, applications, etc.)

· Runs & administrates the Document Control system

· First line of contact in the case of an escalation of a Document Control related issue

· Gate keeper of the Document Control rules and procedures

· Clarification, arbitration, technical authority role regarding Document Control issues
· Ensures commitment, support and buy-in from internal and external interfaces

· Closely supervises difficult / sensitive phases 

· Preparation of Weekly / Monthly Project Status Reports. 

· Coordination with site office DC and maintaining proper softcopy backup for all site related documents including revised drawings & Others Works
	· EHAF Consulting Engineers                                           
	August 2013 to October 2016


                        Senior Document Control – at 3 projects 
         Client1: Schlumberger project at 06 October city 

          Project scope includes supervision construction (ACONEX Programs)
         Client2: Oracle new extension at A8 building in city stars Nasr city (Fast Track Project 6 Months)

         Client 3: Chevron new extension at sheikh Zaid city (Fast Track Project 3 Months)

 Responsibilities 


· Leads / Coordinates a team of Document Controllers

· Sets up the Document Control system (procedures, processes, templates, applications, etc.)

· Runs & administrates the Document Control system for a project or department

· First line of contact in the case of an escalation of a Document Control related issue

· Gate keeper of the Document Control rules and procedures

· Clarification, arbitration, technical authority role regarding Document Control issues
· Necessary parties including Clients, Consultants, Sub-Contractors, etc.

· Maintain and update database and original hard copies. & Others Works
· All related in ACONEX program. 
	· Arab consulting Engineering (moharam-bakhoum) 
	May 2012 to July 2013


           Senior Document Controller in site Porto Gulf Marina (north cost) 
            Client 1: Amer group 

            Project scope includes supervision construction and project Management.

Responsibilities 


· Distribute the received documents to the concerned departments.

· Conduct a final QA check for all outgoing documents to ensure that all documents issued by the Company are in accordance to the Company standards.

· Keep all Project documents complete, orderly and categorized for easy traceability. 

· Immediately locate documents and highlight necessary information.

· Maintain the documents and drawings in the Document Control Department under safe custody without damage or deterioration with easy traceability. Ensure confidentiality of documents. 

· Overall responsible for the proper distribution of drawings and related documents to concerned parties. & Others Works
	· Arab consulting Engineering (moharam-bakhoum) 
	Feb. 2011 to April 2012


           Document Control and Administration Manager in Garden Hill (06 October City)

           Client : AL Arabia for real States  

           Project scope includes Project Management.

           For Compound Housing  

Responsibilities


· Manages / Coordinates a team of Document Controllers

· Sets up the Document Control system (procedures, processes, templates, applications, etc.)

· Runs & administrates the Document Control system

· First line of contact in the case of an escalation of a Document Control related issue

· Gate keeper of the Document Control rules and procedures

· Ensures commitment, support and buy-in from internal and external interfaces

· Closely supervises difficult / sensitive phases 

· Preparation of Weekly / Monthly Project Status Reports. 
	· Arab consulting Engineering (moharam-bakhoum) 
	Oct.2008 to Feb.  2011


           Document Control and Administration Manager in Libya Branch

           Client : HPA (The Ministry of Housing and infrastruction) 

            Project scope includes construction supervision and construction Management.

For two projects (infra for 5 towns + suburb and housing 3681 house)
Responsibilities 


· Ensure documents are received and issued in accordance with company procedures.

· Distribute the received documents to the concerned departments.

· Conduct a final QA check for all outgoing documents to ensure that all documents issued by the Company are in accordance to the Company standards.

· Keep all Project documents complete, orderly and categorized for easy traceability. 

· Immediately locate documents and highlight necessary information.

· Update the tracking log for Client correspondences and remind the concerned departments with regard to submission dates.

· Ensure that the Document Control Policies and Procedures are understood and is implemented by all users.

· Maintain and update database and original hard copies.

· Preparation of Weekly / Monthly Project Status Reports. 

· Overall responsible for the proper distribution of drawings and related documents to concerned parties. 

· Public relation with governmental offices (Finishing all document related visa and traveling employee). 
· All Related in ACONEX
	· Arab consulting Engineering (moharam-bakhoum) 
	Mar 2007 – Oct 2008


           Document Control and Administration Manager (Royal city)

          Client: 06 October Com. (Al Babtain group) 

          Project scope includes project Management.
Responsibilities
· Lead team contains 8 players.

· Ensure documents are received and issued in accordance with company procedures.

· Distribute the received documents to the concerned departments.

· Keep all Project documents complete, orderly and categorized for easy traceability. 

· Immediately locate documents and highlight necessary information.

· Update the tracking log for Client correspondences and remind the concerned departments with regard to submission dates.

· Ensure that the Document Control Policies and Procedures are understood and is implemented by all users.

· Maintain and update database and original hard copies.

· Preparation of Weekly / Monthly Project Status Reports. 

· Coordination with site office DC and maintaining proper softcopy backup for all site related documents including revised drawings
	· MZECH Egyptian House Consulting (Medhat Abou Zaeid) 
	Mar. 2006- Mar.2007


Accountant at ECH (Egypt Consultant House)
  Head Office. Giza Office 

· Proof of the limitations of accounting operations in the public and public libraries and the transfer to analytical books and auxiliary ledgers as stated in the accounting system followed by the institution.

· Compilation of the General Journal and the General Professor and analytical books per month for the purpose of preparing the scales and ensure the validity of the results of the work and financial status of the institution.

· Matching the cash with the cashier with the book installer daily.

· At the end of each month, the bank accounts balances shall be reviewed and reconciled with the accounts of these banks and the necessary adjustments shall be made.

· Prepare monthly statements of accounts sent to each of the customers and suppliers and associates to confirm the integrity and validity of the balances of these accounts and make the necessary adjustments to differences, if any.

· Follow up the collection of the receivables of the institution with customers and extract a statement of balances of customers accumulated and suspended from payment is submitted to the head or the official accounts for review and presentation to the Director of Finance.

· Prepare the salaries and review the amendments and submit them to the financial director for approval.

· The other tasks assigned to him in the field of jurisdiction.

	· Golden Pyramids Plaza Real Stat
	 Feb.2003 – Mar.2006


         Document control & Administration Coordinator- City Stars
Responsibilities

· Manages documents (internal & external)

· Checks compliance and quality of documents

· Maintains a list (register) & files documents

· Distributes documents to relevant people
· Develops administrative staff by providing information, educational opportunities, and coaching.
· Resolves administrative problems by analyzing information; identifying and communication solutions

· Liaises with Client / Contractor / Subcontractor

· Reports on the progress of documents to Document Control Manager
· Computer Skills:

· Microsoft Office Applications.
·  Familiar with Internet. 
· English/Arabic type writing.
· ACONEX Advanced Professional Level 
· Adobe Acrobat all revisions
· Quick Books
· Advanced Excel 
· Language Known:
· English: speaking and typing Fluent. 
· Arabic:  mother tongue. 
· Other Courses :
	2004
	Accounting of Commercial & Industrial Companies
	High Professional Advisors Center

	2011
	Certified Manager Program
	OXFORD Traning

	2015
	Professional Financial Accountant
	Cairo University

	2015
	Advanced ACONEX
	Aconex Training Online

	2016
	Diploma in Basic English for Business and Tourism
	Alison - Free Online Learning

	2016
	Diploma in Human Resources
	

	2016
	2016 Aconex Certified Associate (ACA) Learning
	

	2016
	2016 Aconex Certified Professional (ACP) Learning
	

	2017
	Introduction to Supply Chain Management
	

	2017
	Diploma in Operations Management
	

	2017
	Aconex Certified Specialist (ACS) in Organization Administration Learning
	ACONEX Online


· Areas of Effectiveness:
· Able to carry out tasks, which require research-work.
· Co-operative and understanding to the other people needs.
· Always working hard to reach and achieve the company targets.
· Very good communicator with team members and other departments.
· An outgoing sociable person who likes to deal with a variety of people from different   business fields and from different cultures.
· Good Correspondence, Communication and Interpersonal Skills.
· Ability to handle both verbal and non-verbal communications.
· Ability to learn and adopt quickly
· Ability to establish priorities, work independently, and proceed with objectives without supervision.
· Interests:
· Reading novels and poetries.
· Listening to country music.
· References:
References and supporting documentation and Full Details furnished upon request.
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