
 



 

Experience 

Worked as Document Controller at Arabi Co WLL in Kuwait from March 2023 till October 2023 

Rules and responsibilities; - 

o Manage and maintain all controlled company documents. 

o Update and control procedure documents and forms. 

o Create and manage document hierarchy and process systems. 
o Take charge of all document identification, classification, and filing 

o  Frequently conduct document audits confirming they are current and accurately reflect recorded 
evidence. 

o Ensure revised documents are accessible. 

Worked as Accountant, Administrative Assistant Cum Document Controller at Absolute   Marine 
Services in UAE (United Arab of Emirates) form 05/11/14 to 12/12/16. 

Rules and responsibilities; - 

o Carry out the procedures for money transfer, withdrawal, cash deposit at the bank. 

o Perform reconciliation, payment and collection of accounting documents. 

o Ensure maintenance of proper books of accounts. 

o Ensure efficient payments and disbursements according to approved policy: control of the reception 
of invoices, veri fication of compliance. 

o Support in the consolidation, preparation and timely submission of financial reports. 

o Follow up the disbursement progress and report to the Director by monthly, yearly or when required. 

Administration. 

Monitoring and follow-up on administrative procedures: visa renewal, stamp, social insurance, etc. 

o Ensure proper function of logistical operations including travel & events organization. 
o Check documents for accuracy and completeness. 

o Data entries and processing of documents, scan and update the information into the existing computer 
systems. 

Document Controller. 

o Manage and maintain all controlled company documents. 

o Update and control procedure documents and forms. 

o Create and manage document hierarchy and process systems. 
o Take charge of all document identification, classification, and filing 

o  Frequently conduct document audits co. Fuming they are current and accurately reflect recorded 
evidence. 

o Ensure revised documents are accessible. 






