MAHMOUD MHD. ABDEL GHANY

KSA Contact #
:          +966 504173954
Email Add.

:
mma_lmy@yahoo.com
POSITION APPLYING FOR
:  Sr. Document Controller / Executive Secretary
​​​​​​​​
OBJECTIVE

To work in an established company wherein my knowledge and experience can be utilized and growth on both personal can be obtained.
WORK EXPERIENCE
24 November 2012 – Present 

Al-Latifia Trading and Contracting Company

Riyadh, King Fahd medical city.
 Sr. Document Controller /Procurement Department – Executive Secretary Project Director/ Executive Board Office. 
05 October, 2009 – 14 November, 2012
AL- Mashrik Electro Mechanical Company (MEMCO)

New Hail General Hospital- HLHP (500 Beds)
Medical Tower of ARAR - RRMT    (300 Beds)

 Document Controller /Project Director Office.
PROJECT SECRETARY / Document Controller:-
· Handles all corresponding duties such as preparing Internal/External correspondence.

· Working with ACONEX proficiently.

· Take type and distribute minutes of meetings, maintains schedules and calendars, arrange and confirm appointments.

· Prepares daily and monthly reports to make sure Projects would be implemented as specified on the contract.

· Prepares and encodes Request for Inspection (RFI), Daily Progress Report given by respective Engineers to be submitted to Project Consultant.

· Prepares daily and monthly Timesheet and Overtime sheet, complies Payroll and distributing Monthly Salaries with all Employees.
· Assist the Employees for the renewal of Iqama, Passports, and Insurance Cards.

· Prepares Receiving Note, Delivery Note, Receipt Voucher, Purchase Order, analysis sheet, And Material Service Request.
· Prepares Submittal Document and materials to consultant.
· Prepares Invoice for the salary of Rental Employees.
· Prepares all Daily report for Manpower and site concrete work.
EDUCATIONAL ATTAINMENT

- UNIVERSITY EL MINIA, FACULTY OF ARTS, Minia, Egypt
  Bachelor of Arts / September 2004 – June 2008
- License Academy El Manara of Learning Computer
   February 2007
OFFICE SKILLS

· Excellent command over MS Office – Word, Excel, PowerPoint and Outlook
· Knowledge on Internet

· Good experience of ACONEX program and experience certificate. 

· Can operate fax machine, scanner, photocopier, and plotter (printing of Shop Drawings).

· Knowledge of administrative and clerical procedures.

· Proficient in spelling, punctuation, grammar and other English language skills.
PERSONAL INFORMATION 

Date of Birth

:
17 September 1986
Marital Status
:
MARRIED / 3 Children
Religion

:
Islam
Languages

:
Arabic, English 
Note: with transferrable Iqama
I hereby certify that all information mentioned above is true and correct to the best of my knowledge and belief.

Mr. Mahmoud Mhd. Abdel Ghany
         Applicant
