
First Name Last Name 

Passport: U5555555  Date of birth: 01/01/1983  Place of birth: Mumbai, India  

Nationality: Indian  Gender: Male  Phone number: (+91) 9090909090 (Mobile)  

Email address: abc@xyz.com  

Address: Street Name, Village, Post Office, District, 400003, Mumbai, India
(Home)   

A highly organized and detail-oriented Document Controller with [Number] years of experience in managing document
control processes for [mention your industry, e.g., construction, engineering, oil & gas] projects. Proficient in document
management systems like [mention specific software, e.g., Aconex, SharePoint, A site]. Proven ability to maintain
accuracy, ensure compliance, and streamline document workflows to support project teams.

YOUR JOB POSITION – COMPANY NAME – 2016 – 2024 – DUBAI, UNITED ARAB EMIRATES 

• Managed the entire document lifecycle building project], from creation and revision to distribution
• Implemented a new version control system that reduced document errors
• Used the latest documents, Maintained accurate logs of incoming and outgoing documents.
• Liaised with project managers, engineers, and vendors to facilitate timely document submissions
• Supported the Document Control team in managing all incoming and outgoing documentation
• Assisted in creating and maintaining project templates and forms to standardize documentation
• Managed the entire document lifecycle building project], from creation and revision to distribution
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UNDERSTANDING SPEAKING WRITING

Listening Reading Spoken production Spoken interaction

ENGLISH C1 C1 C1 C1 C1

ARABIC C1 C1 C1 C1 C1

Levels: A1 and A2: Basic user; B1 and B2: Independent user; C1 and C2: Proficient user 
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