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‘Working pattorn: | 52 full timo

Job
“Job Title  Document Controlier
Dopartment / | Projects
Function
Responsibility for ;NA
Prople?

Raole Synopsis

| The docurmnent cantrofier will report to the Lasd Document Caontrolier with interface
| With other teams I the organisation, such as Operations and Engineering teams.

| supphier documontation. wmm Providing support for
M-thcnqum

* Provding Sharecat trainng 1o ROO personnel; Extemal Contractors and
Supphers. Trainng to be proveded in Arabio and English,

o Processing incoming ant! ouigting documentation

o Assist in the manitenance and manasgement of the slectronic documend
mansgement system (Starecat)

o Working within Dacument Control procedutes

o Highighting areas of conceen to the Land Document Controller

o Undertake a pivolsl role os part of an infegrited project document
management team, ensurng a seamiess service is deliverad to end users at
ol times

o Deveiop full understanding of Central Document Librwy.

o Processing of day 10 day incoming and oulgoing docurnentation. Captures,
SIOrES, ANd rstheves doCUMmEnt IMages.

o RAscolpt and processing of mcomng ant oulgony comesgondence.

o Takas mospt. scanning and logging of compietad GOC manuats

Criteria &
Qualifications

- Minimum sducational requirements:

- post-high school degreo in any major (preferably businoss admin or
English) is a plus
«  Prolessional traning in Document Control i highly recommanded

Minimum experence requiremants:

~  Previous Docunent Control axparance
- Expotience with Elctronic Document Control systems

' Others (if any)
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