NAIF ALDAWOOD

+966538335115 | Naifdawo@gmail.com | Riyad, Saudi Arabia | LinkedIn

EDUCATION

» Bachelor of information science at King Saud University | 2022
The estimation: Very good

WORK EXPERIENCE

Document Controller at Nesaj Project Management Company |[Nov.2024 - Feb.2025

1. Managing Requests for Information (RFls):

* Issuing RFIs related to disciplines (Civil, Mechanical, Electrical).

» Coordinating with engineers to ensure accurate follow-up for issuing RFls.
« Inputting RFI information into a dedicated Excel log.

2. Document Data Management:

» Reviewing RFIs to ensure accuracy and consistency between documents and Excel records.
« Transferring data from the primary RFI log to a specialized follow-up log.

* Preparing electronic copies of documents using scanning technology.

« Uploading digital files to the company's main shared folder.

3. Documentation and Communication:

» Recording meeting minutes (MOM) based on the project manager's instructions.

» Documenting project notes and distributing them as official records to meeting attendees.

* Preparing a list of attendees along with their job titles and sending MOM reports in PDF format via email.

4. General Coordination:
» Ensuring compliance with instructions and notes shared with attendees.
« Contributing to improving the process of organizing and storing documents for easy access.

Douument Controller at Khatib & Alami |Apr.2024 - May.2024

Two-Month Project as a Document Controller

* Entering and classifying project documents using Excel.

» Reviewing documents to ensure accuracy and completeness before entering them into the system.

« Tracking project documents and ensuring they are updated regularly.

* Reviewing project files and ensuring consistency between different documents.

« Assisting the team in easily locating required documents within the system.

* Managing and overseeing the archiving process to ensure documents are stored in an organized and secure manner.

Tamheer- administration Organizational at King Fahad Medical City |[Mar.2023 - Sep.2023

* Archiving paper documents to digital documents
« Building transaction data base as per the procedurs of Documents and Archiving

Training- Documentation Specialist at Real Estate General Authority |[May.2022 - Sep.2022
« Archiving transaction on the system utilizing Excel which is used in the Document Management

Cooperative Training at Confidintial government |Oct.2021 - Dec.2021

» Recording paper transactions into digital transactions
« Classification of documents electronically by concerned authorities for each document

TRAINING COURSES

« Building Digital Libraries ( Ethrai - Apr.2022 )
« Crisis and Disaster Management ( Doroob - Dec.2020 )

SKILLS

o English (Average)

o Team Work

o Microsoft Office

e The ability to learn new skills
e Communication Skills

o Flexibility

¢ Document Management
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