CONTACT

Phone No: 059 3272471
WhatsApp: 059 3272471

umar_gayum_786@yahoo.com
http://www.linkedin.com/in/umar-
gayum-7403b453/

Passport No. AG4153863

Igama: (Transferable)

Current Location: Jubail (KSA)

EDUCATION

Bachelor of Commerce from
University of Peshawar in 2002

SKILLS

» Strong Organizational & Time
Management Skills.

> Excellent attention to detail &
accuracy.

» Proficient in MS Office Suit
(Word, Excel, PowerPoint).

> Excellent in Document
Management tools (Aconex,
Primavera P6, Folderit, DMS)

> Bookkeeping

LANGUAGES

English, Urdu, Pashto & Arabic

UMAR QAYUM

Document Controller

PROFILE SUMMURY:

Detail-oriented and organized Document Controller with 09 years of KSA experience
in managing document control processes with Consultant & Contractors. Proficient in
maintaining documentation systems to ensure compliance with regulatory and
internal standards. Expertise in version control, document archiving, and facilitating
the review and approval process to enhance operational efficiency.

WORK EXPERIENCE

Feb 2019 — March 25
Document Controller | Power Construction Corporation of China LTD in
Pakistan
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Maintain and manage all documents through Software (Folderit).

Ensure all documents are properly labeled, stored, and filed according to the
company standards.

Coordinate document review and approval processes with relevant
stakeholders.

Ensure all revisions are documented and communicated to the relevant
departments.

Manage the archiving of old documents as per the retention schedule.

July-2015 to Jan-2018
Document Controller | NKY Engineers & Architects | Riyadh, KSA.
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Coordinate all activities related to the Document Control procedure in
PCM (Primavera Contract Management) including technical
documents, drawings, and material submittals.

Input document data into the PCM (Primavera Contract Management)
ensuring that the information is accurate and up to date.

Generate the various document control reports as required.

Maintain updated records of all approved documents and drawings and
their distribution clearly.

September 2008-March 2015
Document Controller & Secretary | Saudi Oger Ltd | Riyadh, KSA.

KD

Coordinate the activities of document control, including archiving, filing, and
distribution of documents, tracking and validating activities and report

on document review progress.

Ensure that all documentation accurately reflects the status of changes and
outstanding issues by posting changes to computerized or

manual control records as requested, and maintain related files.

Prepare meeting objectives and agendas and document the minutes of
meetings.

Follows Documentation activities to comply with Company standards and
procedures.

Manage the document/drawing review process, Internal and External

July 2005-September 2008
Accountant Assistant | Minhaj Muhammad & Brothers (CPL) | Swabi,
Pakistan
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PESHAWAR-PAKI STAN

DIPLOMA IN COMMERCE EXAMINATIQN

SESSION 1999

(ANNUAL / SUPFEERFERPPARY)
This is to certify that
RATSS/MR. UMAR QAYUM
RADGHIER/SON OF MR. SAID QAYUM
REGISTERED NO. GCTI/SWB/SH/97-8494
OF THE GOVT: COMMERCIAL TRAINING INSTITUTE SWABI

HAS PASSED THE DIPLOMA IN COMMERCE EXAMINATION OF THE N.W.EP.
BOARD OF TECHNICAL EDUCATION PESHAWAR HELD IN THE MONTH OF
MAY 1922 securinG __"47/2450 MARKS AND WAS PLACED
IN___ ncw GRADE.

THE CANDIDATE PASSED IN THE FOLLOWING SUBJECTS.

SHORTHAND GROUP

1) ENGLISH _ 5) ENGLISH / B%DY TYPEWRITING
2) URDU ' ELEMENR EORSTRA XS TICE Y -DATA
3) ISLAMIYAT / PAK. STUDIES WPROCESSING X ONOOOMBRRERX

6) ENGLISH /RDY SHORTHAND
7) ACCOUNTING 1

8) SEERFARMIXEFODPES SOFTWARE PACKAGES

4) ECONOMICS OF PAKISTAN

. In recognifion thereof this

vPL(NNIA IN COMMERCE
s afvarded to her/him at Peshatuar

on the 121H, Yy of

12.7.2000
/

Peshawar
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DIPLOMAS IN COMMERCE ISSUED BY THE BOARDS OF
TECHNICAL EDUCATION ARE HELD EQUIVALENT TO
F. A. (INTERMEDIATE) OF THE BOARDS OF INTERMEDIATE
AND SECONDARY EDUCATION IN THE COUNTRY VIDE A
BOOK OF EQUIVALENCE OF EDUCATIONAL CERTIFICATES IN
PAKISTAN PUBLISHED BY THE GOVERNMENT OF PAKISTAN
MINISTRY OF EDUCATION, INTER BOARD COMMITTEE OF
CHAIRMEN ISLAMABAD.

EVALUATION PLAN

I. 80% and above ... ... ... ... .. Distinction

2. 70% and above but less than 80% ... ‘A" Grade

3. 60% and above but less than 70% ... ‘B’ Grade

4. 50% and above but less than 60% ... ‘C" Grade

5. 40% and above but less‘@é% .. 'D’ Grad .
6. 0% . °‘E*° Gr

PAKISTAN
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SESSION 1996 (SUPPLEMENTARY)
(HUMANITIES GROUP)

m THIS IS TO CERTIFY THAT Umar Qayum
Son/Daughter of - 3aid Qayum
and a resident of Swabi Pistrict

has passed the Secondary School Certificate Examination

of the Board of Intermediate and Secondary Education, Peshawar held in October 1996

as a Private candidate. He/She obtained 423 Marks out of 850

and has been placed in Grade|. B Representing Fair

The Candidate passed in the following subjects. __

1. English 3. Islamiyat 5. Gen: Science 7. Art

2. Urdu 4. Pakistan Studies 6. Gen: Mathematics 8. Pashto

Date of birth according to admission form is Fifteenth 4pril,

one thousand nine hundred and <¢Vventy Nine (15-1+“1979 )

. }
;Im Sechrary Secretary

24th December, 1996 This certificate is issued without alteration or erasure,

- ”
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ARCHITECTS & ENGINEERS

Date: 15.01.2018 's\’.\l\/-\/\a:'e)lﬂl

Issued by: Human Resources Dept. Ayl d) 31 9k By13 ) Aonal s oy gom
Experience Certificate B ytomal Bdbomlant

Name UMAR QAYUM SAID QAYUM f_,.gj Jtts fa_,.g.i)a.s p.u‘ll

Nationality PAKISTAN q';L:_uSL, EPPR TS|

ID Number 2398355087 YYqAY00 . AY L’HJI o)

Work Period From: 01.07.2015 2015 / 07 / 01 08 Jeall 548
To: 20.01.2018 2018 /01 /20 :JI

Profession SECRETARY S5y a Ll

This is to confirm that employee Was employed  Libge ol ayleall duwailld NKY 38y 5)ls) i
by NKY Architects & Engineers & It has been good ;i ... 16 udy . Leud Joe 5 odlei d3Lilas i ol

conduct and behavior during the perio
: g period Aighl BRAN JM gladly
described.
This certificate has been issued upon his request audls e 2l 5oLl oda ylave! @3
and we wish him best of luck. - 3edgull dJ falig
Sincerely, LAY g ypuall 3506 aa
NKY Architects &Engineers del bl | Gl (S19 e G 45 et
» ' '
v’" e
7 QY
7 T T 4 L =P
H”ECTS & E 039 s 3 s 0 S S5
. ‘;.lo\‘,"“lbw)k'
P 7CE -
SN e
Fopaeh - Y Futtvd R o) owdi O syl e - g LY ey e L aiiheg ad
Grand Towar - Bullding Mo, BA28 ALYA @B ) s - 533 L e
Code 1236% « Edn Hu, 4250 - Floor [ 11 (V010 (¥0e LAYl 01 vrenr 5.0 0
vt nKY.COM,sa NeTAN dageias WY TOTAVAS LN YAVAYL L g )

Tod; 011 2046364 - 011 20359450 - 1 C No 60741
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SAUDI OGER LTD.

20/01/2015

{{SERVICE CERTIFICATE))

This is to certify that Mr. UMAR QAYUM s/o
SAID QAYUM HASRAT, worked in our
Company {SAUDI OGER LTD) as
{(DOCUMENT CONTROLLER), and he has
been issued this certificate according to
Saudi Law of Labor and Employment.

Name: Mr. UMAR QAYUM
Naticnality: Pakistani

Employee No: ((097749))

Starting Date: From 18/09/2008
Till Date

Document Controller

Position:

This Certificate is issued upon the request
of Employee without any responsibility
toward the Co.

#2015/01/20 )
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