
                           
 
  
 
 
 

 
 
PERSONAL INFORMATIONS: 
NAME: KAREEM OSAMA EL-SAYED  

TITLE:  HEAD OF DC /DCM 

DATE OF BIRTH: 07 / 03 / 1982 

PLACE OF BIRTH: CAIRO - EGYPT 

MARITAL STATUS: Married 

MILITARY STATUS: EXEMPTED 

PHONE NO: 00201028035377  

Personal Skills: ((Capable to work as project-projects coordinator 
and leading any special tasks whatever related to DC or other 
scope and get success well – have the charisma to get strong 
relations with others in short time also perfect attitude of 
decisions creation  )) 
 CONTACT  INFORMATIONS  :  

   EGYPT – CAIRO  
9 Elsheikh Eleish St -  Hammamat El Qobbah 
   
Mob – 00201028035377 
   E-mail: Kareemccic@hotmail.com /Mrkareem144@gmail.com 



                   
 
 
 

EDUCATION: 
 LICENSE FACULTY OF LAW AIN SHAMS UNIVERSITY 

JUNE 2005. 
 

 SECONDRY SCHOOL CERTIFICATE 1999. 
Experience: 

 - Hassan Allam Holding-Construction (HAC). 
- Dabaa Nuclear Power Plant 

     -  From: 04-Dec-2022- till 20-Jun-2023.  
- Title:  Senior DC Overall/Head of Document Control -DCM) 

- Job Description: Participate and Handle and manage document control 
center for quality department and overall –Coordinate with Clint 
(ASE-T2) and trace process of submission and review documents 

with Clint such –MIIC/ICI & DDM / DDS (soft review and prepare 
assurance standard’s h/c for final implementation and Clint’s 

Approval -Signatures – etc and manage/guide DC staff.       

*********** 
 

 - Hassan Allam Holding-Construction (HAC). 
- Renovation Golf Villas Project – Sharm Elsheikh 

     -  From: 26-Feb-2022- till 02-Dec-2022.  
- Title:    Head Of DC 

- Job Description: Participate as DCM and Handle and manage document 
control center for quality department –technical office and assign 

tasks for DC members-build archive system (Electronic-Hardcopies-
folders and filing hierarchy – lead DC team and trace 

Documentation process – prepare status reports of Quality 
documents such –EIR-MIR-DWG-RFI-IIR-CTR-SAC-MS.etc. 

*********** 
 



 
 - Hassan Allam Holding-Construction (HAC). 

-  Al-Alamein Airbase  
     -  From: 01-Jan-2022- till 25-Feb-2022 (Business Mission)  

- Title:  Senior DC- Head of DC) 
- Job Description: Participate as DCM and Handle and manage 
document control center for quality department –technical office 
and assign tasks for DC members-build archive system 
(Electronic-Hardcopies-folders and filing hierarchy – lead DC 
team and trace Documentation process – prepare status reports of 
Quality documents such –EIR-MIR-DWG-RFI-IIR-CTR-SAC-
MS. Evaluate suggested document control software and manage 
too.  

*********** 
 
 

 - Hassan Allam Holding-Construction (HAH). 
-  NEW DELTA WATER TREATMENT PLANT Capacity 
7,500,000 M3/Day. 

     -  From: 24-June-2021- till 31-Dec-2021 
- Title:  Senior DC Leader) 
- Job Description: Participate as DCM and Handle and manage 
document control center for quality department –technical office 
and assign tasks for DC members-build archive system 
(Electronic-Hardcopies-folders and filing hierarchy – lead DC 
team and trace Documentation process – prepare status reports of 
Quality documents such –EIR-MIR-DWG-RFI-IIR-CTR-SAC-
MS. Evaluate suggested document control software and manage 
too.  

*********** 
 - KhatibAlami International for Consulting. 

-  NBD QIRAN PROJECT Riyadh (KSA) 
     -  From: 01-Sep-2019- till 31-Mar-2021  

- Title:  Senior DC –IT –Admin) 
- Job Description: building archiving scope and priority for 
confidentiality measures and assigning authorities to end users. 



members / Matching our PDP (Project Documents Procedures) 
with ISO 9001- (Sending Receiving Preparing Documents 
/Transmittals/ Reports`/ Crystal Reports and Build Filing system 
of DCG Based On QMP. Manage IT devices and communications 
Requirements / Admin scope (manage timesheet monthly report 
and system access) 

*********** 
 
 

 - KhatibAlami International for Consulting. 
-  MAK Projects (KSA) 

     -  From: 01-Dec-2017- till 01-Jun-2019 
- Title:  Document Control Section Head Over Projects 
- Job Description: building archiving scope and priority for 
confidentiality measures and assigning authorities to end users. 
members / Matching our PDP (Project Documents Procedures) 
with ISO 9001- (Sending Receiving Preparing Documents 
/Transmittals/ Reports`/ Crystal Reports and Build Filing system 
of DCG Based On QMP. 

*********** 
 

 - Consolidated Contractors Int’l Company CCIC  
-  Qurayyah Onshore Project QOP (KSA) 

     -  From: 01-Apr-2017 till End of the project 01-Nov-2017 
- Title:  DCM – Dashboard Administrator 
- Job Description: build archiving scope and priority for 
confidentiality measures and assigning authorities to end users. 
Provide Training Of latest version Of Dashboard (14.3) to other 
members / Prepare and build dashboard Interface front page and 
create show face of dashboard (Tabs-Pods) – Matching our PDP 
(Project Documents Procedures) by Saudi Aramco with CCC 
PDP. (Sending Receiving Preparing Documents /Transmittals/ 



Reports`/ Crystal Reports Through dashboard 14.3 and Build 
Filing system of DCG Based On QMP. 

************ 
 - Consolidated Contractors Int’l Company CCIC  

-  Dashboard 14 Training –JSRU Project / SARU Project (KSA) 
     -  From: 26-Aug-2015 till 30-Mar-2017 

- Title:  Head of Document Control. Leading 18 members Of 
DCG. 
- Job Description: create archiving scope and priority for 
confidentiality measures and assigning authorities to end users. 
Training on Dashboard 14 / Page Collaboration and Project 
Documents Procedures by Saudi Aramco /Saipem (Sending 
Receiving Preparing Documents /Transmittals/ Reports`/ 
Crystal Reports Through dashboard 14.  

************ 
 

 - Consolidated Contractors Int’l Company CCIC  
-  Dashboard 12 Training -RHIP Project (RASO) 

     -  From: 05-March-2015 till 16-May-2015 
- Title:  DCM (Consultant) Temporary Scope). 
- Job Description: build archiving scope and priority for 
confidentiality measures and assigning authorities to end users. 
Providing Training on Dashboard 12 and Project Documents 
Procedures by PDO (Sending Receiving Preparing Documents 
/Transmittals/ Reports`/ ReportsThrough dashboard 12. Lead 
Document Control Staff. 

************ 
 - Construction and consulting Projects  

- Dar Company - Abu-Dhabi UAE 
- From: 01/05/2014 till 24-Feb-2015. 
- Title:  Senior Document Controller and contracts administrator 
- Job Description: issue archiving scope and priority for 
confidentiality measures and assigning authorities to end users. 
Handling document control and contracting scope.  

************ 



 - Construction Project (Confidential Area) Government area – 
United Arab Emirates 
- Emirates Advanced Investments Group (EAI) 

     -  From: 24/01/2012 till 04/03/2014 
- Title :  Senior Document Controller ( Head Of  Central Archive) 
- Job Description: proceed archiving scope and priority for 
confidentiality measures and assigning authorities to end users. 
Coordinate with design section and site management section and 
projects teams regarding correspondence status and submitting 
documents – handling drawings with designers and consultants 
companies – construction drawings – design drawings- as built 
drawings – sending and receiving letters and correspondence 
types –sending and controlling submittals and transmittals – audit 
document control staff and raise evaluation reports of them to our 
top management .  

                                    ************ 
 
 - Habshan Flare Gas Recovery-(HFGR) Project (Gasco) United 

Arab Emirates. 
- Consolidated Contractors Int’l Company (CCIC) 

     -  From: 28/01/2011 till 22/01/2012 
- Title :  Senior Document Controller ( Head Of Gasco Document 
Control). 
- Job Description: interface archiving scope and priority for 
confidentiality measures and assigning authorities to end users. 
document control manager of Gasco company staff (seconded 
from CCIC to Gasco) follow up with the project manager related 
to correspondence and document status and prepare daily report 
of documents approval status and submit to PM direct with 
electronic report overall documents – doing audit for document 
control (site staff) – prepare letters and memos – and update all 
electronic scope and filing scope.  

 
************ 

 
 



 - Jubail Refinery Export Project (Saudi Aramco- Total) Saudi 
Arabia. 
- Gulf Consolidated Contractors Company (GCCC) 

     -  From: 21/07/2009 till 14/09/2010 
- Title :  Senior Document Controller ( Head Of Document 
Control). 
Job Description: implement archiving scope and priority for 
confidentiality measures and assigning authorities to end users. 
document control section head handling documents – 
correspondence – technical documents – project procedures – 
quality control documents (RFI – TEST PACK- NCR – 
INSPECTION REPORTS-) and communicate with main 
contractor and subcontractors – prepare correspondence daily 
report and control software utilities for documentation scope. 

  
************ 

 
 - Pearl GTL Project –Ras laffan -Qatar 

- Consolidated Contractors Int' Company (CCIC) 
     -  From: 16/01/2008 till 30/03/2009 

- Title: Senior Document Controller (Utility & Process) Leader of 
VBC Training Team . 
- Job Description: Generate archiving scope and priority for 
confidentiality measures and assigning authorities to end users. 
Team leader of DCC staff Utility and process Scope overall the 
project document – Isometric – Correspondence electronic system 
and filing system and prepare weekly and monthly reports 
through electronic system and crystal reports reporting to project 
director. 

************ 
 - Khursaniyah Project (KPF) 

-  Consolidated Contractors Int' Company (CCIC) 
     -  From: 27/02/2006 till 31/12/2007 

- Title: Document Controller. 
- Job Description: building archiving scope and priority for 
confidentiality measures and assigning authorities to end users. 



Team leader of DCC staff of engineering documents – Isometric – 
Correspondence electronic system and filing system and prepare 
weekly and monthly reports through electronic system. Reporting 
to PCM and PM  

************ 
 - Sheraton Heliopolis Project –Cairo -Egypt 

- Consolidated Contractors Int' Company (CCIC) 
     -  From: 10/12/2005 till 25/02/2006 
   - Title: Document Controller . 
   -Job Description: building archiving scope and priority for 
confidentiality measures and assigning authorities to end users. 
controlling and handle correspondence ( Faxes – Letters – Memos  
and follow up with construction drawings IFC – As Built – Technical 
documents  ( RFI-RFE-RFP- TQ-PP-BBS- SP)and holding filing 
system overall. 

************ 
 - Cairo North Power station  Project –Cairo -Egypt 

- Consolidated Contractors Int' Company (CCIC) 
     -  From: 06/08/2005 till 08/12/2005 
   - Title: Document Controller. 
   - Job Description: building archiving scope and priority for 
confidentiality measures and assigning authorities to end users. 
handle correspondence ( Faxes – Letters – Memos  and follow up 
with construction drawings IFC – As Built – Technical documents  ( 
RFI-RFE-RFP- TQ-PP-BBS- SP)and holding filing system overall. 

 
 
 - Golden Pyramids Plaza  Project –Cairo -Egypt 

- Consolidated Contractors Int'l  Company (CCIC) 
     -  From: 11/03/2003 till 16/07/2004 
   - Title: Summer Training Document Controller. 
 

************ 
 
 
 



 
Computer Skills: 
MICROSOFT DATABASE ADMINISTRATOR  (SQL SERVER 
COURSE 2005 /MCITP) .  follow this link to see the certificates  
https://mcp.microsoft.com/authenticate/validatemcp.aspx 
Transcript ID : 847160  
Access Code : kareem1982   
SUMMER TRAINING ON PRIMAVERA EXPIEDITION 
PROGRAM. 
Microsoft  Word,Excel,power point , Windows Xp, Windows 
Professional , VBC Program (Visual Byblos cyberspace 
),Photoshop.. 
Document Control Software: VBC/ PROCON/ ASSAI/ SharePoint 
Microsoft/ Contracts Manager  
 

LANGUAGE:  
 ARABIC: mother tongue. 
 ENGLISH: written and spoken(Very Good). 

 
I will be ready to join  Immediately once receive an official offer . 
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• 

ntractors International Company S.A.L. I TCC W.L.L-J.V . For/Consolida 

This certificate is issued to him upon his request and without any obligations to the 
Company. 

He was released from this project due to End of Secondment from Saudi. 

This is to certify that Mr. Kareem Osama H. Elsayed, holder of Egyptian 
passport number 133518 is an employee at Pearl GTL Project (GTL) at Ras Laffan 
Industrial Area in State of Qatar in the position of Document Controller for the 
period from January 16, 2008 to March 28, 2009. 

TO WHOM IT MAY CONCERN 

Date: 28/03/2009 

Our Ref.: GTL/68145 

Consolidated Contractors International Company S.A.L./ 
Teyseer Contracting Company W.L.L- JV 

PEARL GTL PROJECT 
P.O Box 60972, Ras Laffan - Qatar. Tel: 4221555/Fax: 4221598 

• 
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C.R 2051001762 AL·KHOBAR ·CAPITAL SR. 1,000.000 FULLY PAID 

.MARWAN AL-ASSAD 
Head of 'Aduiin and Personnel 

For Consolidated Contractors Co. W.L.L. 

This certificate issue upon his request 

This is to certiiy that Mr. KARIM OSA.M'A ELSAYED, Egyptian 
National, holding Passport No.- A15732697 has been in the 
employment of our company i11 the capacity of SR DOCl.MENT 
CONTROLLER,DCG, Irom 2fjth Aug 2015 to 271h Mal' 2017. 

To Whom It Mar Concern 

26 March 2017 

P.O. Box 31750 - Khobar 31952 - Kingdom of Saudi Arabia 
Tel.: (013) 882 2300 - Fax: (013) 882 8770 
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CONSOLIDATED CONTRACTORS COMPANY W.L.L. 
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Hospital ~eneral 
(_,/,, --.J 

Dr. Mohsen Abid 

~1~1~.,. 
Doctor Signature 

.:...JJ.~/J 

The Condition of Patient on Discharge 

Man!lgement & Plan of Care ~I '-;1£:.T'~J ~I 
f'J Jjllll i.rl..~I i_r.l.:ill u~l,i ~ &lt. ul ~J JJ'0J; ,•.; o.)o....! ~ f'J ~I '-:f\£:...H ~,.yi.ll ~ f' 

4;IJJ 4..1£:.J .,.,.Sy f',! ~J ~~l 4J•0J; .t.; o.)o....! ~ f'J ~\.... 36 o.l.o.l aggrastal S'IJJ ~ ~.>.ll ~J 
~ i.rilJJ [~ ~ ~J~ _;,):'. J!J 

' " .. . 
Laboratory J.-ll Radiolozv ;i, ·~·'ii 

U.LS J..ta.A ~I ~ ~_,... .:it,._,.. 

Investii?ation 

Reason for Admission ~~I ....,..... 
~ls.,/ .ul ~J ~I .:.~..J.ilJ ~I e-4'".J ~ ~J ~l,i r~l &- ""'~ JAJ "'u.,,,,.14 _;,;.S:WI ~,.yi.ll ~ 

~\.:ill ~lfo. ~ &- 

u4i...,>.!I ,...1 
~A...l...lr'.fi 

~ ~~~ Patient Name ~ @ . 
~ ~ i.r.Joll ei)I v..JI ,....,.. ~uwc..-.• 125294 - Medical Number Age 

~I t,Jlll ~_,.JI :.l'4' ~~ 

Nationality t$Y"'A Gender 
_,sj ;,.....ii l;l<..,11 l..1.Jl ~ 

J..l,Ul~u [~lc?..;u .,i,,i1 ~ r_,.l. ~ 
2022/10/25 28/10/2022 ARAB REPUBLIC OF EGYPT Date of Admission Date of Discharge EGYPT HEALTHCARE 

~1,...1 ~I AUTHORITY 
.:..J)~/J ..,.iill SHARM INTERNATIONAL Doctor Name Department HOSPITAL 

Medical Report l 
• 
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info@ogyheart-eg.com www.egyheart-eg.com 
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