


AHAMED THILKAS RUSTHI  
DOCUMENT CONTROLLER (6+ Years  Experience) 

 

+971 561355056 Dubai United Arab Emirates 
 

thilkas90@gmail.com 

 

P R O F I L E 

A Leadership position in a challenging Environment of Documents Controller in Administration where 

my knowledge and expertise in Procurement, Facilities & Event management can positively impact the 

organization that shall provide both Professional & Personal growth. 

A Document Controller with a proven ability to establish, maintain an effective filing and archiving 

system for documents, electronic documents and files in accordance with company and archiving 

procedures. Possesses extensive knowledge of electronic data management systems and familiar with 

software. 
 

E X P E R I E N C E                                  
 
            PRECON ENGINEERING LLC –DUBAI, UNITED ARAB EMIRATES  
                      Project:                     Construction of 10 Nos of Luxury Villas with attached furniture,  

                                             External Swimming pool, and Interconnecting Roads 
                      Duration:        July 2023 to date 

             QD-SBG CONSTRUCTION - QATAR 

                    Project:                  Lusail plaza Tower Project 
 

                  
    Duration:       Dec 2018– Dec 2022

 
             AL BANDARY ENGINEERING QATAR  

Project:           Aludeid Air Base Qatar Airforce        

      Duration:                   Jan 2017 – Oct 2018 

E D U C A T I O N A L Q U A L I F I C A T I O N S 
 

 Diploma in Information Technology.

(Word, Excel, Power point, Photoshop, Illustrator, PageMaker) 

NVQ Level – 04, Sri Lanka Youth Centre. 

 

 Reading National Certificate Technology in Civil Engineering. 

NVQ Level – 05, Technical College.

 
 Certificate in AutoCAD.

The aCADDemy College of Architectural Engineering Technology. 

 

 Certificate in M.E.P QS.

The aCADDemy College of Architectural Engineering Technology. 

 

 Diploma in Spoken English Language. 

Nenasala Campus.

 

 Successfully Passed G.C.E Ordinary level in Sri Lanka.

 

 Successfully Passed G.C.E Advance level in Sri Lanka.

mailto:thilkas90@gmail.com


R O L E S & R E S P O N S I B I L I T I E S 

 Document Management and Administration Support. 

 Scan and store all the approved copies, organize hard & soft copies of documents. 

 Frequent follow up on documents status and outstanding items with project team and 

with external parties. 

 Follow the procedures and develop to register construction related documents, maintain 

Logs accurately on daily basis (inspection request, material submittal, method 

Statement, pre-qualification, shop drawings and other related logs for Client’s Audit 

Purpose). 

 Encodes document data into the standard registers ensuring that the information is 

accurate and up to date. 

 Ensures proper understanding of all client procedure, requirement on documentation 

perspective to put in place and follow accurately without any discrepancy. 

 Prepares and follow project defined transmittal to client, consultant, sub-contractor and 

other external parties. 

 Ensures that document is quality checked before transmitting, submitting to internal & 

external parties to avoid any discrepancy. 

 Ensures project comments are received, sent and tracked and the methods how 

incorporated comments are filed and traced in an effective way. 

 Ensures that all documents have no errors in filenames, submissions, etc. before 

submitting it to the internal department or to external stakeholder/parties to avoid 

rejection/confusion. 

 Monitors and ensures that the latest revision of all documents is available in project 

and distributed to all concerned parties. 

 Responsible for control/track/issue of complete project documentation such as 

incoming and outgoing Correspondences, Reports, Memos, Letters, Quotation, Invoice, 

IRs, MIRs, RFIs, CVIs, NCRs, MS, Technical Documents, Drawings, Daily Site Reports 

and other forms of pertinent documents from the client, consultant, designer and 

subcontractors. 

 Ensures proper monitoring of supersede old documents when new revision issued, able 

to know how superseded document are processed and what are the steps followed 

further. 

 Ensures reactiveness in retrieving documents like, reports, and correspondence are 

required by project director, project manager or higher management. 

 Receiving, verifying, distributing, updating of all types of incoming and outgoing 

correspondences including drawings as per the QA/QC specification. 

 Internal and external distribution of Correspondences, Reports, Memos, Letters, 

Quotation, Invoice, IRs, DSs, MIRs, RFIs, CVIs, NCRs, SDs, MS, Technical Documents, 

Drawings, Circulars, Agreements, Work Orders etc. with proper transmittals. 

 Provide systematic filling system and keeping records to ensure that up-to-date 

information is available. 

 Responsible for control/track/issue of complete project documentation such as 

incoming and outgoing Correspondences, Reports, Memos, Gate Passes, Purchase 

Requisitions, Letters, Quotation, Invoice, IRs, MIRs, RFIs, CVIs, NCRs, MS, Technical 

Documents, Drawings, Daily Site Reports, Weekly Site Reports, Monthly Site Reports 

and other forms of pertinent documents from the client, consultant, designer and 

subcontractors. 





               S K I L L S & C O M P E T E N C I E S 
 
 

 Organized and efficient, with attention to detail and follow through. 

 Proficient and accurate in data entry and management. 

 Meticulous and able to follow through with tasks promptly. 

 Strong presentation, organization, communication and time management skills. 

 Good interpersonal skills. 

 Speak clearly and distinctly to convey correct and accurate information effectively. 

 Sets priorities which accurately reflect the relative importance of job responsibilities. 

 Can perform at an advance level of Word, Excel, and Power Point. 

 Proven decision-making skills. 

 Able to react quickly and effectively when dealing with challenging situations. 

 Assisting departments with queries on documentation requirements &submission. 

 

L A N G U A G E S K N O W N 
 

 English 
 Malayalam 
 Tamil 

 Sinhala 
 
 

A R E A S O F E X P E R T I S E 
 

 MS Office Package (Excel, Word, Power Point) 
 Outlook 

 Photoshop 

 Illustrator 
 

 
 

P E R S O N A L I N F O 
 

 N a m e : Abdul Sathar Ahamed Thilkas Rusthi

 N a t i o n a l i t y : Sri Lankan

 Passport No: N 9152058

 Sex: Male

 Civil Status: Married 

 Status: Visit Visa

 Availability: Immediately

I hereby certify that all the particulars given above facts are true and accurate to the 

best of my knowledge. 

Thank you. 

Yours faithfully, 

Ahamed Thilkas Rusthi 


