
 

 

 

 

 

 

 

 

 

 

 

 

 
CONTACT___________________ 

Phone No:    059 3272471 
WhatsApp:   059 3272471 

 

umar_qayum_786@yahoo.com 
http://www.linkedin.com/in/umar-
qayum-7403b453/ 
Passport No. AG4153863 

Iqama: (Transferable) 

Current Location: Jubail ( K S A )  

 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 
 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. 
 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. 
 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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