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Ahmed Ebid

Senior Document Controller

SUMMARY 2iat : t

Senior Document Controller | graduated in 2010 with Ba in social work and community organization, from Egypt. Following my graduation, | have been engaged
in Document Controller, secretarial, quality and Document control responsibilities in construction industry. Currently I'm Senior Document Controller at
Morganti GCC, MASAR Projects, Makkah, Saudi Arabia. During 12+ years of professional experience | was keen to utilize my academic, Secretarial, and computer
background to achieve job tasks in the most efficient way. | will always be looking forward to build up on my previous experience and be ready for new challenges
and exposures in the Work market worldwide.

WORK EXPERIENCE

Senior Document Controller

ws MORGANT] sx
GCC

Morganti GCC (Facilities Management)
& Sep 2023 - Present -

MASAR Makkah

Directed and managed all the functions related to accomplish the document control activities within the client’s organization, including the management of
sub-contractors and client design organizations.

o Process (track, revise, file, copy, print, scan, archive) electronic and hard copy project documentation and drawings.
e Ensure corporate and Client processes, procedures and standards.

o Apply document species codes and create new codes to align with existing systems.

o Interact with client document control personnel as representative of Morganti.

® Provides assistance to document control team during peak periods.

e Responsible for compilation of project documents to ensure timely submission of final documents.

* Maintain a Database and traceability of all site document transmittal.

o Apply quality control/ quality assurance practices as necessary.

o Apply records retention guidelines and ensure project records are in compliance with the requirements.

e Ensure the document is updated and saved on SharePoint.

PMC Senior Document Controller (COO Office, Cost Control)
Saudi Binladin Group (SBG)

i Jan 2022 - Aug 2023 el
Makkah 1yr 8mos @:w..;.:\vu/ukw

SAUDI BINLADIN GROUP

1-Controlling emails and keeping all documents related to the projects of the Al-Haramain Projects Operations Office
2.Use Oracle Aconex.
3- Proficiency in the process of collecting data related to cost elements, including documents, notices, and costs

4- Use of materials and employment of labor, in addition to the costs of purchasing and producing services.

Quality and Document Controller
Saudi Bin Ladin Group (SBG), Multinational Construction Company

&5 Mar 2013 - Dec 2021 =
. 4
Saudi Arabia 8yr 11mos SAUDI BINLADIN GROUP

Project: King Abdullah Mataf Expansion project, Makkah

1. Received documents and drawings from the designer and/or consultant offices and secured save distribution of these documents to all concerned parts.
Distribution of the documentation is done in hard and soft formats by using PWS program.

2. Maintained Excel sheets and logs for all received documents in computer files assuring easy and quick access to the files at any time.

3. Liaised with all concerned parts to make sure that the receiving and distribution of data and documents are done in the right manner. Special care was
experienced to make sure any updates on the drawings are distributed to end parts.

4. Followed up documents and drawings that need clarifications, changes, and Request For Information (RF1) and distributes any feed-backs.



5. Prepared quality control logs and reports to follow up daily repair works.

8.Prepared Working Inspection Requests (WIR) for completed repair works at site. Work also include follow up of laboratory material test results and relevant
drawings.

6.Initiated computer-aided filing system to save data and documents permanently.

7.Interacted with different parts involved in the repair works to make sure that quality documentations are save, available and right-timely distributed.
8.Receipt, registration and inventory of extracts.

Document Controller

Al Nada for paints Company
& Jan 2011 - Dec 2012

Egypt 2yr

Paint products manufacturer and distributer.

[PNTICTEN
Al Noda Paints

Responsibilities include:
1. Followed up sales of paint products and prepared status reports to administration to stand on market situations and available stocks.
2. Prepared marketing surveys and plans to distribute painting products within Shargeya governorate.

EDUCATION

Social Work and community organization

The High Institute for Social Work
& Jun 2006 - Jun 2010

Egypt

Study psychology, community organization, sociology, and social development, and assisting individuals in solving their problems and advancing society

PROFSSIONAL SKILLS
Leadership 90% Communication 100%
Decision Making 90%  Adaptability 90%
Loyalty 100% V. Good knowledge in management and public relations 920%

LANGUAGES

English [0XOXO) Arabic (ONONONOXO]

COURSES

ledl
& Aug 2010

Egypt

license International computer
Diploma In Human Resource
5 Dec 2012

British Academy Phonixe

Clarify the importance, objectives and functions of international human resource management. Knowledge of international human resource management
policies.

Introduce students to methods and theories of strategic management of human resources. Development of student skills in the applications of strategic
management of human resources. Developing the student's abilities to make strategic decisions related to human resources within the institution or company.
Professional Financial Accountant

& Oct2012

Cambridge Global Collge Britain



Communicating with banks, financial institutions and insurance companies to support financing and solve problems related to the company therein
Follow-up project financing sessions on a permanent basis

Leadership and Team Building
& Sep 2011

Candian Center for human development

Art Crisis Mangement
& Oct2012

Candian Center for Human Development

Quality Management System
& MM 2023

Saudi Arabia

Quality Management System

0365
& MM 2023
Saudi Arabia

Best Practice on how to Secure your O365 ldentity

The international standard for occupational health and safety ISO 45001:2018
& Feb 2022

Saudi Arabia





















Cert. No: AT 1688

The training center certifies that Mr./Ms.

Ahmed Obied

Has attended PMP Course

Presented by Eng. Mohammed Agha

From 27 February 2022 to 10 March 2022
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Cert. No: AT-598

The training center certifies that Mr./Ms.

Ahmed Ebid

Has attended ISO 45001:2018 Course.

Presented by Eng. Ahmed Islam

From 207 February till 23 February 2022.
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Of Attendance

Presented to

Ahmed Mohamed Ibrahim Obaid

TO RECOGNIZE THEIR ATTENDANCE IN MICROSOFT WEBINAR:

Best Practice on how to Secure your 0365 Identity
Delivered by Microsoft Arabia
On March 21, 2022

Osama Al Sulaiman

Vice President - Customer Success
Microsoft Arabia
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*Job Title: sr. Document Controller ot d9' Glaiima ‘-m'}ﬂ 'l_,.angJl,_,_nanI

And he is released without any prejudice to SBG, this 1ac & arle yuylg Lild o aa a0 adlg
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Human Resource Department
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