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

Q Addres
Al Khobar Saudi Arabia

. Phone
0583985085

@ Web

hwww.linkedin.com/in/saqgib-khan-
401086207/

document workflows. Astute individual offering positivity and relative ease in
tackling administrative tasks and assisting with special projects.

Experience

o

Jan-2019 - Jan-2022
Al Falak Electronic Equipment & Supplies Co. Khobar Saudi Arabia

Document Controller

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

2021 invoices, and performing administrative duties such as ordering office supplies,

Master (Continue) bookkeeping, and billing.

2017 O Jan-2017 - Jan-2019

Bachelor in law & Business Rakan Trading & Contracting Co. Jubail Saudi Arabia

2016 Document Controller

Environmental Engineering

2016 Copy, scan and store documents. Check for accuracy and edit files, like

Information Technology(DIT) contracts. Review and update technical documents (e.g. manuals and
workflows). Distribute project-related copies to internal teams. File documents

2015 in physical and digital records. Create templates for future use. Retrieve files as

NEBOSH, OSHA, IOSH, First Aid, Fire requested by employees and clients. Manage the flow of documentation within

Safety the organization. Maintain confidentiality around sensitive information and
terms of agreement. Prepare ad-hoc reports on projects as needed.

e E IS O April-2014 - Oct-2017

Microsoft SharePoint
ERP

EDMS

Outlook

Aconex

English

Urdu
Arabic
Pashto

Saudi Arabia

Pakistan

New Sun Rise School & College-Kohat Pakistan
Admin Clark/Document Controller

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

Professional Skills

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



AL FALAK m el dal) S, &
ELECTRONIC EQUIPMENT & SUPPLIES CO ‘L._‘ag‘,.:SJXI ..:ai)....a.:..;”g Slase gll

; NIC ME! i - . » e
C.R. 2051008098 \J]E" -0 A-AA . ga

?Y.\‘Y/ﬁLL;/Y't :‘55‘3.“

aVeey/. /Yy :E)L‘EJI

Lous Baled

Experience certificate

This is to certify that Mr. SAQIB KHAN
KHAWAJA MUHAMMAD - Pakistani
National - ID No. 2463006912 was an
employee of Al-Falak Electronic Equipment &
Supplies Co as Document Controller.

from 20/Jan/2019.

until 19/)an/2022.
His Service with Al-Falak has ended and was
given this certificate based on labor law and

without any legal or finance liability on Al-Falak.
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MATERIAL SUBMITTAL COVER SHEET

angowll gSoly

: Saudi Aramco
LB AR (for Saudi Aramco Approval)
To: Reference Submittal #: FSSC/FSA-317/5A/22/T-197
Saudi Aramco No. of Attachment: | 1 Excluding this page |Date 10-Jan-2022
Villanueva, Renato R PRS NO.: MFC-3000877580 NEW SUBMITTAL
Project Engineer [ 1RE-SUBMITTAL
Saudi Aramco P.O. NO.: 6510960788 Contract Type: MFC
MName of Contractor/Vendor: Manufacturer Name:
Vdr I1D:
Project Title: New Chemical Warehouse at Tanajib Yard / BI-19-16170-0006
Submittal Code
B G)General 1<) civil [1(e)Electrical [J(M)Mechanical [] (T) Telecommunication
[C]recommended Material [JEquivalent Material
Attachments Submitted
[]sow [] Drawings [] Catalogue/Tech. Specs []Shop Drawings [__]Sample
Material Description/Specification '
Sheet No. i
Resume: SAQIB KHAN - Document Controller

Prepared By: Project QC Supervisor Reviewed By: QC Manager Approved By: Project Manager
Name: I Vicente Torculas Name: | Omar Akbar Name: I Virgilio Ducos
Signature Signature ) . |signature —l%-'—

g s g (pw::: g

Actiop: (For Saudi Aramco use only)
m{pproved |:| Approved as noted D Re-submit I:] Rejected

Remarks:

Approved by Badge Number Signature Date
L0
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R iR 2030 = g /S’/‘;ﬁzi
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SAQIB KHAN

CONTRACTOR Jsbie

Expiry Date:

-
L85117985 4/30/2022



rNationality: Pakistani Al duaial)
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This card Is the property of Saudi Aramco. Use of
this card, by the cardholder, or other, for purposes
other than authorized by Saudi Aramco is illegal
and may subject the person to criminal
nrosecution under the law. If found, please contact
8001235678 to arrange its return to the company.
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Paid up capital 5.R. 1,000,900 e By 10y

Date: January 05, 2019

TO WHOM IT MAY CONCERN

This is to certify that, Mr.Saqgib Khan Pakistani Nationality is Working with Rakan Trading &
Contracting Co. as Document Controller from January 2017 up to January 2019

During his tenure, he has proven himseif to be of sound technical background in the field
and been an excellent team Player. He has been involved in the day to day documentation
Works across all the assets Mechanical, Electrical, and Civil Construction Documentation

works, Including Utilities and offsite Areas.

This certified is issued upon his request without any liability to the company and we wish

him a bright future.

Yours faithfully

Project Manager
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ROYAL COMMISSION FOR JUBAIL AND YANBU
ROYAL COMMISSION IN JUBAIL
CONSTRUCTION DEPARTMENT

NON-TECHNICAL SUBMITTAL REVIEW - Contractor Copy

Contract No.: 021-C09
1 Work May Proceed D 3 Revise and Resubmit, Work
CONTRACTOR SUBMITTALNO 2756 Doc. No: 01-546-05 May Not Proceed
RC TRANSMITTAL No: I I 2 Revise and Resubmit, | [ 4 Review Not Required
P Work May Proceed
TITLE: Key Personel CV Of Saqgib Khan (Document subject to incorporation of Work:
Controller) changes and comments

D May Proceed
I:I May Not Proceed
Note: Permission to proceed does not constitute acceptance or approval of

design details, calculation analyses, test methods or materials developed or
A P P R 0 VE D selected by the supplier does not relieve the contractor from his contractual
obligations.

McLANE, Christopher CHRISTOPHER MCLANE :

Resident Engineer SIGMTURE . DATE -

Note:

Comments must be written on the Comments sheet and attached. Comments which can only be possible on the contractor's
submittal must be indexed on this form

Document status applies to technical content only. Use of foreign materials, equipment and services is subject to royal
commission’s approval. Once this technical submittal is given code 1 or 2 status, contractor shall submit vendor approval(with
technical submittal package) for royal commission's review. Procurement prior fo this approval is done af the contractor's own risk.

Tuesday, September 5.‘9, 2020




IIT-Pakistan S

Inspire Institute of Technologies
E | [
Session : July 2015 - June 2017

Pakistan Private Limited
Roll No: 2216101 X
Duration: Two Years

www.iitpakistan.com.pk | info@iitpakistan.com.pk

This is to certify that
Saqib Khan s/o Khawaja Muhammad

has secured the qualification in

Environmental Engineering

Obtained Marks : 1610
Total Marks : 2000
Issued Date : July 15, 2017
To verify this certificate please visit
www.iitpakistan.compk
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Roll No 122104

-PESHAWAR (PAKISTAN)

DIPLOMA IN INFORMATION TECHNOLOGY

Session Ist Term 2016

This is to certify that

Mr./Miss. SAQIB KHAN

Son/Daughter of KHAWAJA MOHAMMAD

FEC/KT/DITR/2ND-15/6749

Registration No.

of

has satisfactorily completed the one year duration Information Technology course tilted " Diploma in

FARAN EDUCATIONAL COMPLEX KOHAT

Information Technology" and passed the Examination held by the Khyber Pakhtunkhwa Board of

Technical Education, peshawar, in the month of ~_February 2016
1400 and has been placed in

He/She secured 917 Marks out of

Grade B

In recognition thereof; this Diploma In Information Technology is awarded to him/her at Peshawar,

onthe _10Th day of May 2017

5

o
ASSISTA.N%CRETARY SECRETARY

This Diploma is issued without any alteration or eraser




This is a certificate awarded to

SAQIB KHAN

on successfully completing

Managing Safely

a course approved and validated by the

Institution of Occupational Safety and Health

1n association with

IMEX International

Signed on behalf of TOSH
'

.. / [

el FExecutive

iosh

Date: 12 March 2015 Cert No.: 243835
' ul thas ! 3

Possessaon s cernhicate does not conler « semphon brom aceredned qualthications which lead o m.-mlwr\h:p ol [OSH.



GOVERNMENT OF KHYBER PAKHTUNKHWA

WTUNKHWA TRAD
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Technical & Vocational Training Course

Serial No.__20 010 Session___ 2014 Roil No._ 22172

Certified that Mr./Miss/Mrs.__SAQIB KHAN S/D/W.()_KBRAWAJA MUHAMMAD

Regi_gfran'on_?\fg EIET/PESH/HSE/14/22172 Institute EMIRATES INSTIUTE OF ENGINEERING & TECHNOLOGY PESHAWAR

appeared and passed the trade proficiency test in accordance with the requirements of the National Occupational Skill

standards of ___ONE YEAR duration prescribed by the National Training Board, Government of Pakistan in
the Trade of — BEALTH SAFETY ENGINEERING The test was conducted by the Khyber Pakhtunkhwa
Trade Testing Board—11-02-2015 His/Her proficiency in the trade test is as under -

1) Theory 55/100 2) Practical 120/200 Total 175/300

The examination was taken as a whole/in parts.

13th, April, 2015

And in recognition thereof this Trade Certificate is issued on

r A

Sec tary

R
Chairman

-



OASIS INSTITUTE OF
SKILLS AND TECHNOLOGIES
INTERNATIONAL

Certificate

il Roll No: 116010 Session : 20 - 22 Sep 2015
! ! Duration: Three Days

This is to certify that
Saqib Khan s/o0 Khawaja Muhammad

has secured the qualification in

First Aid

issue Date : 30/09/2016

Obtained Marks : 80
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OCASISINSTITUTE OF
SKILLS AND TECHNOLOGIES
INTERNATIONAL

| &/,
| Certificate

Roll No: 116008
Saqib Khan s/o0 Khawaja Muhammad

=

This is to certify that

has secured the qualification in

Fire Safety

Issue Date : 30,/09/2015
\ ; Total Marks : 100 _
N — Obtained Marks : 82 A
Examiner Principal 1~qr ;H
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1/25/22, 12:36 AM AlOU Online Web-Based Result

Allama Igbal Open University
Web-Based Result Intimation Card

Degree Level : B.A(GEN GP)

Name: SAQIB KHAN Roll No: BN403040
Father Name: KHAWAJA MUHAMMAD Reg No:  17NKT01092
Address: GOHAR COMPUTER NEAR TMA..
Tehsil: LACHI District; KOHAT
Code Total Assignment Examination Marks Conflated Grade/GPA Result
Marks Marks
Spring: 2017
0413 120 46 50 i PASS
0416 -179 56 66 B PASS
0417 179 50 62 B PASS
1423 = 130 43 48 D PASS
Spring: 2018
0404 248 42 48 D PASS
0455 162 46 57 C PASS
1424 160 44 55 C PASS
Autumn: 2018
0436 352 REAP
0437 362 REAP
Spring: 2019
0406 DQ DISQ
0436 DQ DISQ
0437 DQ DISQ
0447 DQ DISQ
0463 DQ DISQ
Autumn: 2019
0406 DQ DISQ
0436 DQ DISQ
0437 DQ DISQ
0463 DQ DISQ
Spring: 2020
0406 DQ DISQ

result.aiou.edu.pk!PrintResultHistory.asp?rno=BN403040&Levei Name=PHD 1/2



. 12:36 AM AIOU Online Web-Based Result

0463 DQ DISQ
Autumn: 2020

0436 339 83 84 A+ PASS

0437 288 63 66 B PASS

* AR/AREAP=Again Re-appear, * R/REAP=Re-appear, * ABST=Absent
Printed on : Tuesday, January 25, 2022 12:36:19 AM

DISCLAIMER: This electric version of result intimation card is issued provisionally, errors and
omissions excepted, as a notice only. An entry appearing in it does not itself confer any right or
privilege independently to the grant of a proper Certificate/Degree which will be issued under
the Rules/Regulations in due course of time on the basis of the original record of the university.
Controller of Examination

resuIl.aicu.edu.pkiF'rintResuItHistory‘asp?rno=BN403040&LeveIName=PHD 212



| 12:37 AM
-rade Details
1D: 1TNKTO01082
Insgtitution: AIOUN
14BH

Career:
Academic Program: 0405

_Grade Details

SAQIB KHAN

Allama lgbal Open University

14 YEARS EDUCATION [ASSC/BCH}
B.A(GEN GP)

SQmester: 21‘11 2021 SPR!NG (O)

Course Title Credit Hrs Marks Grade Remarks
AlIOU 405 IQBALIAT 6.00 70 A PASS
AlOL) 407 MODERN MUSLIM WORLD 6.60 54 C PASS
Return Disclaimer

STUDENTS WHO HAVE ACQUIRED MORE THAN 40% MARKS BUT HAVE GOT ' IN GRADE
COLUMN, ARE FAIL IN ONE OR MORE COMPULSORY COMPONENTS

https://enrollment.aiou.edu.pk/psp/prod/ EMPLOYEE/SA/c/X_VIEW_GRD_MENU.X_GRD_DTL_CMP.GBL?Page=X_GRD_DTL_PG&Action=U&A...

M



Serial no, 788

Dates: 17 0¢t 2016

New Sun Rise Middle Public School & College
TO WHOM IT MAY CONCERN

This is to certify that A holding has

been working as an Admin Assistance / Document controller / Teaching
From 12" March 2014 up to 16" Oct 2016.

During his working period, we found him a sincere, honest, hardworking,
dedicated employee with a professional attitude and very good job

knowledge. He is amiable in nature and character is well. We have no
objection to allow him any better position.

We wish him every success in life.

i /l &
|lllf M
(A —
Princigle
{2~
Hegistration no, 1411 —

PRINCIPAL |
HNew Sun Hige Middie \

“onbe School Tanda Dam
Zohmt Heg No P.1411 \
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0SHAcademy

Occupational Safety & Health Training

Certificate of Completion
Professional Development Program

This is to eerrifv thar

SAQIB KHAN

Has demonstrated academic excellence witl distinction by completing all academic requirements in this 48-hour OSHAcademy Professional
Development Certificate Program presented by OSHAcademy Authorized Training Provider (ATP), The Emirates Institute of IT.
This achievement demonstrates commitment and professionalism in the ficld of Oceupational Safery and Health.

Occupational Safety and Health
Manager

o L i

Steven J. GeigldM.ASCET, CSHM fsadn dADanis Ansar Mahmood
Trainmg Director, OSHAcademy OSH Training —— Training Director
CET #; 28-362, CSHM #: 1203 SeiCen: SR The Emirates Institute of [T
- Pakistan
= ATP # 201002PK

E M. B E Certificates can be validated through the

- g ;
E‘I OSHAcademy website. ? N S M S The content of this fraining conforms with U.S.
. : 7 - r- m-: al National Safety Department of Labor (OSHA) training standards and ANSI|
www.oshalrain.org/atp-validate/ ﬁgi‘fh h;:nnguz;: Management Society Z£490.1-2009, Crileria for Accepted Praclices In Safety,
Health-and Environmental Training.

imed )
&

-

QsHAcadermy |5 & dviion of Geigee Safety Groug, Inc, 1915 MY Amberglen Parkwey, Durte 400, Beasertary, Gregon $7008 LUSA «001875-217-8721
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