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SYED IMRAN PASHA 
Contact: +966 58 343 2471 

E-Mail: syedimranqudeer@gmail.com  

Position applied for QA/QC Document controller/QMIS Encoder 

Personal Summary: - 
Applied advanced critical thinking skills in a stressful working environment where 
multi-task skills are essential, where top performance levels are absolutely required. 
Possessing a proven ability to generate innovative ideas and solutions to problems 
& establishing good working relationships 

Top Skills & Proficiencies: 

 Skills & Abilities:

 Managing Large amount of data

 Documents Organizing and Archival

 Issues detection and resolution

 Effective Communication

 Team Training

 Proficient in MS Office

 Reports Generation

 Process Improvement

 Capable of setting up and maintaining an EDMS system.

 Quality Control

 Highly competent

 Professionalism

 Strong Verbal Communication Skills

 Strong Problem Solving

 Attention to Detail

 Reporting Skills

 Typing Skills

 Presentation Skills

 Multitask
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 Current Employment profile:  
Location: - Saudi Arabia (AL-Jubail)  
  
Employment Profile:  

• Company         : China Pipeline Engineering & Construction Company  
• Client               : Onshore Main Potential Program (OMPP) 
• Period              : Sep-2019 to Till Date  
• Position           :  QA QC Document Controller  
• Location          : Jubail (Saudi Arabia)  
• Company Id    : SyedImran@Cpp.com.sa  

 

 

 Previous Employment profile:  
Location: - Saudi Arabia (AL-Khobar)  
  
Employment Profile:  

• Company         : Arkad Engineering & Construction Company  
• Client               : Saudi Aramco Master Gas System Phase II Package II  
• Period              : Dec-2016 to Aug-2019  
• Position           :  QA QC Document Controller 
• Location          : Al-Khobar (Saudi Arabia)  
• Company Id    : Imran.pasha@Arkad.com  

  
  
 Previous Employment profile:  

Location: - Saudi Arabia (AL-Khobar)  
  
Employment Profile:  

• Company         : Namariq Al-Shariq Company LTD.  
• Period              : Oct-2012 to Nov-2016  
• Position           :  Administration Assistant   
• Location          : Al-Khobar (Saudi Arabia)  
• Company Id     : Imran@namariqksa.com  
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Duties & Responsibilities: 
  
 Maintain document logs for WIR’S, Material approval submittals, NCR, 

LBE, ITP’s, IFC & shop drawings etc. 

 Scanning of hard copies of all documents (WIR, MIR, ITP, NCR LBE etc.) 

 Responsible for all Documentation & Filing. 

 Perform Document Control functions in line with Approved Procedure. 

 Preparing & Submitting Monthly Quality Management Report (MQMR) and 
PQI. 

 Register, log, distribute, track, issue, maintain and control office and site 
project documents and drawings  

 Receiving drawings revisions from Technical Department replace the 
superseded revisions by new ones and keep the superseded documents 
accessible for information. 

 Maintain registers of all receipts and issues or submissions of documents and 
correspondence. 

 Reporting of Project Quality Manager, responsible for all QA/QC related 
matters. 

 Ensure proper storage of documents in both electronic and hard copy 
formats. 

 Maintain record of the QC personnel approved for the Inspection & 
Supervision 

 Ensure all documentation provided is as per Client quality formatting 
requirements. Formatting may include correcting templates, fonts and style, 
pagination and numbering and other activities that may be required to 
achieve a client’s documentation requirements. 

 Document distribution by Transmittal System as per Document distribution 
Matrix for Hard copy and Electronic Document Transfer 

 Checking all documents is issued with the transmittal system. 

 To maintain accurate record of the receipt and issue of transmittals 

 Resolve administrative problems  
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 Oversee and supervise the work of junior staff  

 Excellent time management skills and able to work to strict deadlines  

 Be aware of the necessary actions in cases of accident or fire.  

 Provides historical reference by utilizing filing and retrieval systems Handle 

sensitive information in a confidential manner  

 Develop and update administrative systems to make them more efficient  

 Maintains human resources records by recording new hires, transfers, 

terminations, changes in job classifications, merit increases; tracking 

vacation, sick, and personal time.  

 Updating & maintain the holiday, absence and training records of employees 

in the work side.  

 Responsibilities include controlling the incoming & out going admin 

documentation process and maintain file and report.  

 Assist with day to day operations of the admin functions and duties.  

 Processing staff details for payroll & updating staff files.  

 Maintain and manage passports, labour cards, and visas  

 Check frequently the levels of office supplies and ordering supplies as 
required.  

 General clerical duties including photocopying, fax and mailing  

 Contributes to team effort by accomplishing related results as needed.  

 Schedule and coordinate meetings, appointments and travel arrangements for 

managers or supervisors  
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ACADEMIC QUALIFICATION: 

Bachelor of commerce B.com (General) from GIRRAJ Government , 
Nizamabad, Andhra Pradesh India  
Diploma – Administrative Management Programme 

TECHNICAL SKILLS: - 

MS-Office (MS- World, Excel, Power Point, Outlook, internet browsing. 
Hardware Basic, Software Installations) 

PERSONAL PROFILE: 

 Name               : Syed Imran Pasha 
 Grand                 : Male 
 Marital status             : Married 

 Nationality   : Indian 

 Languages Knows     : English, Arabic,Urdu,&Telugu

 Iqama Status              : Transferable 



EXPERIENCE	CERTIFICATE	

This is to certify that Mr. Syed Imran Pash, iqama #2414904751 holding Indian passport #S9887888 

has worked with us as QA/QC Document Controller from September -2018 to Till date at China 

Petroleum Pipeline Engineering Co. NORTHERN & SOUTHERN AREA ONSHORE MAINTAIN 

POTENTIAL PROGRAM (SAUDI ARAMCO). 

During this tenure of service, we found him sincere & hard working. He has good conduct & abides to do 

duties allotted to him with full commitment and tenancy to purpose. 

We thank him for his service with utmost honestly, integrity and sincerity. 

We wish him very success for his bright future. 

BRANCH OF CHINA PETROLEUM PIPELINE ENGINEERING COLTD. 
























