
UMAR HUSSAIN 

Information Technology | Document Controller | Graphic Design 

Riyadh, SA    Phone: (+966) 0550747738 

umarhussain031098@gmail.com 

LinkedIn: https://www.linkedin.com/in/umar-hussain 

Behance: https://www.behance.net/umarhussain11 

 

PROFESSIONAL SUMMARY 

Detail-oriented Document Controller with 3 years of experience in managing, organizing, and 

maintaining company records. Proficient in Data Entry, IT Support, and Graphic Design, 

ensuring accuracy, efficiency, and compliance with company policies. Strong technical skills in 

MS Office, Adobe Suite, and CRM systems. Adept at handling confidential documents, 

version control, and workflow management. 

 

EDUCATION 

Diploma in Information Technology (2021 – 2022) 

GCMS Peshawar 

Matriculation (2019 – 2021) 

BISE Peshawar, Government High Secondary School, Peshawar 

The Degree Transcript of Intermediate Third Grade (2009 – 2018) 

Malham Intermediate School, Kingdom of Saudi Arabia 

 

EXPERIENCE 

Document Controller (3 Years - Advacon, Riyadh, SA) 

• Managed and organized all company documents and records efficiently. 

• Ensured compliance with document control policies and industry standards. 

• Maintained version control and ensured the correct distribution of documents. 

• Coordinated with different departments to retrieve and update documents. 
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• Developed document control procedures for seamless workflow management. 

• Assisted in audits by providing required documentation and reports. 

Data Entry Specialist 

• Entered, verified, and maintained large volumes of data with high accuracy. 

• Ensured data integrity by checking for errors and inconsistencies. 

• Worked with MS Excel, Google Sheets, and CRM software to manage data. 

• Handled confidential information securely and efficiently. 

Graphic Designer 

• Designed logos, advertisements, and digital content using Adobe Photoshop & Illustrator. 

• Created UI/UX designs using Figma and Canva. 

• Worked with clients to develop visually appealing branding materials. 

IT Support Specialist 

• Provided technical support for hardware and software troubleshooting. 

• Installed and configured computer systems, networks, and security software. 

• Assisted in maintaining system backups and data security protocols. 

 

SKILLS 

• Document Control & Management: Version control, compliance, record-keeping 

• Data Entry & Processing: MS Office (Excel, Word, Access), Google Sheets, CRM 

• Graphic Design: Adobe Photoshop, Illustrator, Canva, Figma (UI/UX) 

• IT Support: Hardware/software troubleshooting, system security, networking 

• Administrative & Organizational Skills 

• Typing Speed: 50+ WPM with high accuracy 

 

CERTIFICATIONS 

• Document Control Management 

• Data Entry & MS Office Proficiency 

• Graphic Design & UI/UX Design Introduction 

• IT Support & Network Administration 

 



LANGUAGES 

• English 

• Arabic 

• Urdu 

• Pashto 
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