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Muhammad Safiyan                                             
Document Controller/Admin                                                                                                  Curriculum Vitae        
Manama Capital Governorate, Kingdom of Bahrain
Mobile: +973 38442775
Email: sufiyansheikh417@gmail.com
SUMMARY
Four Years Working Experience as A Personal Officer in Human Resources Administration Department in TAV Construction and Al Arrab Contracting Company Under the Prince Mohamed Bin Abdul Aziz International Airport Project, Medina, Kingdom of Saudi Arabia During the Period October 2012 Until January 2016.
One Year Working Experience as A Document Controller in Chariloas Apostolides CHAPO Bahrain WLL During the Period January 2019 Until February 2020.
 Experience as a Document Controller JEG-Acamar W.L.L Company from July to until end of project 
 Currently Open Up for Human Resources Administration Dept.  and Document Controller Opportunities.
EDUCATION
· (S.S.C): Board of Secondary Education Karachi, Pakistan
· (H.S.C): Board of Intermediate Education Karachi, Pakistan  
· (B.A.):  Bachelor of Arts Karachi University Pakistan
PROFESSIONAL EXPERIENCE
· JEG-ACAMAR W.L.L (AWS DATA CENTER PROJECT) In Bahrain
· PHASE 2 HAMLA & ASKAR
· Working as a Document Controller
· From July 2020 to till end of Project
RESPONSIBILTIES AND DUTIES IN FIELD 
· Maintaining all tracking records and ensuring that they are initialed when a file is taken from the filing room
· Maintaining document logs for correspondence, material approval submittals, shop drawing, RFI (incoming & outgoing)
· Processing and recording incoming and outgoing vendor data and engineering design drawings
· Operating the attendance of project timesheets through clock machine with the help of Time & Attendance Management Software Paylite HRMS.
· Archiving /Scanning/Printing - Renaming, recording and filing incoming hard or electronic copies of drawings (Internal and External)
· Ensuring all management system documentation is the current version and easily accessible
· Recording, checking and tracking all incoming and outgoing project documents
· Preparing the Construction Access Gate pass  
· Receiving the Delivery notes to upload in Dropbox and scan to the procurement Dept for GRN report.
· Send the daily project attendance report In Direct and Direct Staff.
· Mailing the Construction Gate Pass Access list to the client to Allow the employees in Site.
Charilaos   Apostolides (Bahrain) W.L.L.
· Work as a Document Controller
· Working from 1st Jan 2019 to 30th Feb 2020.                         
 Roles and Responsibilities
· Administer document control system and administration of company’s procedural documentation.
· Responsible for the physical management and tracking of policies, revision, change documentation and signature logs in accordance with Company policy and regulations.
· Prepares process and status reports; applies metrics to analyze and asses’ efficiencies of current Document Control processes. 
· Operating AutoCAD for printing DWG. 
King Mohammad Bin Abdul Aziz International Airport Project Al-Medina-Munawara K.S.A
· TAV Airport Construction 
· Joint Venture (MAJV) HR Administration   Department   as a Personnel Officer  
· Experience from Jan 2012 to April 2016
RESPONSIBILTIES AND DUTIES IN FIELD 
· Preparing the manpower of the company.
· Controlling the in and Out flow of manpower.
· Establish control system for the employee’s time and production records.
· Time sheet review, work chart, control all documents and time cards for completeness.
· Transportation for all areas and also control for accommodation in camp.
· Solving the quarry related to employee’s salary, increment etc., arranging the transportation to the company employees.
· Maintain the time card of the company employees 
· Filling the documents related to employees
· Arranging & scheduling safety induction for all employee
· Allocation/ transfer of employees as per project requirements 
· Computes the total time worked by employees, posts time worked to master time sheet, and routes time sheet to payroll department
· Full experience with attendance management software of biometric systems
· Prepare daily basis over time sheet
· Updating employees sick leave & annual leave register 
· Create the project Gate Pass
   Skills
· Demonstrable ability to work on smaller multiple projects and complete high-quality work against strict and conflicting deadlines
· Good working knowledge of Office software (Word, Excel, PowerPoint,) and a good level of computer literacy
· Highly organized, able to plan and manage conflicting priorities
· Ability to work well under pressure and deliver quality results on time
· Good interpersonal skills and ability to communicate effectively with various management levels
· Strong organizational skills, including an ability to prioritize activities and work with limited supervision
PERSONAL PROFILE
· Name of Father           : Mohammed   Yousaf
· Date of Birth 		:  01/07/1990
· Nationality 	            : Pakistan
· Sex		            :  Male
· Marital Status              :   Single
· Passport No	           :  AF5542622 
· C. P. R. No	           :  900752351 
· Languages Know        :  English, Arabic, Urdu & Hindi
· Visa Status                  :   Transferable
· License 	           :   Bahraini license (Valid until 25/01/2022)

REFERENCE
              Will be provided up on request
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