
Saqib Khan
Document Controller
Document Controller touting 7 years of success in digital file management.
Proven history of streamlining procedures and mentoring team members on
document workflows. Astute individual offering positivity and relative ease in
tackling administrative tasks and assisting with special projects.

Experience

Responsible for the timely, accurate and efficient preparation and management
of documents. control the numbering, sorting, filing, storing and retrieval of
both electronic and hard copy documents produced by technical teams, projects
or departments.
Utilize spreadsheets to track budgets, dates, and other information. A
description often includes organizing contracts, financial files, reports, and
invoices, and performing administrative duties such as ordering office supplies,
bookkeeping, and billing.

Copy, scan and store documents. Check for accuracy and edit files, like
contracts. Review and update technical documents (e.g. manuals and
workflows). Distribute project-related copies to internal teams. File documents
in physical and digital records. Create templates for future use. Retrieve files as
requested by employees and clients. Manage the flow of documentation within
the organization. Maintain confidentiality around sensitive information and
terms of agreement. Prepare ad-hoc reports on projects as needed.

Welcoming visitors to the school and dealing with their enquiries. Answering
the phone
Administration relating to pupil attendance. Managing email/post
Using IT systems to draft letters, emails, & reports,. Monitoring school supplies
Keeping financial records
Keeping paper and electronic records up to date
Using reprographic equipment
Ordering resources, paying invoices and banking cash
Sending key educational data about the school to the Department
of Education

Document Controller

Document Controller

Admin Clark/Document Controller 

Jan-2019    -   Jan-2022

Jan-2017    -    Jan-2019

April-2014   -   Oct-2017

Al Falak Electronic Equipment & Supplies Co. Khobar Saudi Arabia 

Rakan Trading & Contracting Co. Jubail Saudi Arabia 

New Sun Rise School & College-Kohat Pakistan 

Ability to work independently and as part of a team
Excellent time management. Ability to adapt to changing environments and
timelines. Excellent attention to detail. Excellent communication and
organizational. Strong interpersonal. Ability to organize priorities based on
deadlines. Excellent presentation skills

Bachelor in law & Business

Information Technology(DIT)

2017

2016

Aconex

Microsoft SharePoint 

EDMS

Microsoft Office

Outlook

ERP

English

Urdu

Arabic

Pashto

 Environmental Engineering 
2016

NEBOSH, OSHA, IOSH, First Aid, Fire
Safety 

2015

Professional Skills 

Saudi Arabia 

Pakistan

Master (Continue)
2021

CONTACT

Phone
0583985085

Addres
Al Khobar Saudi Arabia 

Web
hwww.linkedin.com/in/saqib-khan-
401086207/

EDUCATION

SOFTWARE SKILLS

LANGUAGES 

DRIVING LICENSE
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