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Document Controller Job Description 
 

Job Information  

Job Title  Document Controller Shift  Morning (08:00 to 17:00) 

Job Code  DC01 Employment Type  Full Time 

Department  Projects  Reports To  Project Manager / QA-QC 
Manager 

Job Location  Abu Dhabi , UAE  Subordinates  NA 

 

Job Main Purpose  
The Document Controller is responsible for managing, organizing, and controlling all project 
documentation — including drawings, submittals, correspondences, inspection requests, and 
approvals — in accordance with company, client, and ADDC/TRANSCO standards. 
The role ensures that all documents are properly logged, distributed, and retrievable for internal and 
external use. 
 Duties and Tasks 

Duty 1  Document Control and Management 

Tasks  Frequency  

1 Register and maintain all incoming and outgoing documents, drawings, 

and transmittals. 

Daily 

2 Assign document numbers and ensure version control for revisions Continuous 

3 Distribute drawings, submittals, and reports to concerned departments 

and consultants 

Daily 

4    

KPIs ➢ Accuracy of document logs 

➢ Response time to document requests 

➢ Revision control compliance 

 

Duty 2  Project Correspondence and Communication 

Tasks  Frequency  

1  Manage correspondence with clients, consultants, and subcontractors Daily 

2  Prepare and maintain transmittals, submittal logs, and communication 

records 

Daily 

3  Ensure proper filing of all project letters, memos, and approvals Continuous 

KPIs ➢ Document retrieval speed 

➢ Submission tracking accuracy 

➢ Consultant feedback rating 
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Duty 3  Drawing and Submittal Control 

Tasks  Frequency  

1  Maintain updated registers for drawings, material submittals, RFIs, 

MIRs, and IRs 

Daily 

2  Track document approvals and follow up with consultants or 

authorities (ADDC / ADM / TRANSCO) 

Weekly 

3 Archive obsolete versions to avoid confusion at site Continuous 

4   

KPIs ➢ Timely update of registers 

➢ Drawing approval turnaround time 

➢ Zero outdated drawings in use 

 

Duty 4 Electronic and Hard Copy Archiving 

Tasks  Frequency  

1  Maintain both soft and hard copy filing systems in a structured manner Continuous 

2  Ensure data backups and confidentiality of project documents Weekly 

3 Support digital document management systems (SharePoint / ERP / 
Maximo) 

As Required 

   

KPIs ➢ Data backup frequency 

➢ File structure compliance 

➢ Retrieval accuracy 

 

Duty 5 Reporting and Coordination 

Tasks  Frequency  

1  Prepare weekly document status reports for Project Manager / QA-QC Weekly 

2  Support QA/QC and HSE teams with documentation for audits and 
inspections 

As Required 

3 Coordinate with site teams for updated drawings and inspection 
submissions 

Continuous 
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KPIs ➢ Report accuracy 

➢ Audit compliance 

➢ Coordination efficiency 

 
 
 
Work Environment  
The Document Controller works mainly in the project site office or head office. Regular coordination 
with engineers, QA/QC, and consultants is required. 
 
Tools and Equipment  

➢ MS Office (Excel, Word, Outlook) 

➢ Document Management System (DMS / SharePoint / Maximo / Aconex) 

➢ Printers, scanners, filing systems 
Internal and External Communication 
➢ Internal:  Project Manager, QA/QC, Planning, Procurement, Engineers, HSE. 
➢ External: Clients, Consultants, ADDC / TRANSCO / ADM representatives, Subcontractors. 

Knowledge, Skill and Attitude  
Experience  
➢ 4–7 years in document control within construction or electrical infrastructure projects in 

the UAE. 
Education, Certifications and Training  
➢ Diploma or Bachelor’s degree in Business Administration / Engineering / or related field. 

Certification 
➢ DCC / Aconex / EDMS Training (preferred). 

Skills  
 

➢ Strong document control and filing skills (electronic & manual) 

➢ Excellent communication and attention to detail 

➢ Knowledge of ADDC / TRANSCO document standards 

➢ Strong computer literacy (Excel, SharePoint, PDF editing) 

➢ Confidentiality, organization, and teamwork attitude 

 

 

 

 

 

 

Employee Signature  DATE  

Direct Manager Signature  DATE  

HR Manager Signature  DATE  
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Project Engineer Job Description 
 

Job Information  

Job Title  Project Engineer Shift  Morning (08:00 to 17:00) 

Job Code  PE02 Employment Type  Full Time 

Department  Operations Reports To  GM/Projects’ Manager  

Job Location  Abu Dhabi , UAE  Subordinates  Site Engineers, Supervisors, 
Foremen, HSE Officers 

 

Job Main Purpose  
The Project Engineer is responsible for planning, coordinating, and supervising the execution of 
electrical and infrastructure works including LV, MV, and OHL systems. The role ensures compliance 
with ADDC, ADM, and project specifications, while maintaining safety, quality, and timely delivery at 
all sites. 
 
 Duties and Tasks 

Duty 1  Project Planning and Coordination 

Tasks  Frequency  

1 Review design, IFC, and shop drawings for LV/MV networks and OHL 

systems 

Pre-execution 

2 Coordinate with consultants (ADDC/ADM) for design approvals and 

clarifications 

As required 

3 Plan daily and weekly activities based on manpower and material 

availability 

Daily 

4    

KPIs ➢ Work progress vs. project schedule 

➢ Drawing approval turnaround time 

➢ Material and manpower planning accuracy 

 

 

Duty 2  Site Execution and Supervision 

Tasks  Frequency  

1  Supervise installation of electrical infrastructure: cable laying, duct 

banks, trenching, earthing, street lighting, and substation works 

Daily 

2  Ensure compliance with ADDC/ADM standards, specifications, and 

safety procedures 

Daily 

3  Conduct site inspections and monitor subcontractor performance Weekly 
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KPIs ➢ Inspection pass rate (ADDC/Consultant) 

➢ NCR frequency 

➢ Safety compliance rate 

Duty 3  Testing, Commissioning, and Handover 

Tasks  Frequency  

1  Prepare test plans and procedures for LV/MV networks and street 

lighting systems 

Pre Handover 

2  Coordinate with QA/QC and consultants during testing and final 

inspection 

As Required 

3 Ensure all as-built drawings and O&M manuals are completed Project Completion 

4   

KPIs ➢ First-time inspection approval rate 

➢ Handover documentation accuracy 

➢ Punch list closure rate 

 

 

Duty 4 Technical and Administrative Support 

Tasks  Frequency  

1  Prepare RFIs, material submittals, and method statements Weekly 

2  Coordinate with Procurement for materials as per approved 
specifications 

Weekly  

3 Submit progress reports and updates to the Project Manager Weekly 

   

KPIs ➢ Timely submission of technical documents 

➢ Procurement coordination efficiency 

➢ Report accuracy 

 
 

Duty 5 Quality, Safety, and Compliance 

Tasks  Frequency  

1  Enforce company QA/QC and HSE policies on-site Continuous 

2  Conduct toolbox meetings and ensure PPE compliance Weekly 

3 Support internal and external audits and ensure full compliance As Required 
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KPIs ➢ Safety incident frequency 

➢ NCR closure rate 

➢ Audit compliance score 

 
 
 
Work Environment  
Works primarily on-site in infrastructure and electrical projects across Abu Dhabi (LV/MV cable 
networks, OHL, street lighting). Requires regular field supervision under outdoor conditions. 
Tools and Equipment  

➢ AutoCAD / MS Project / Excel / Outlook 

➢ Megger, Earth Tester, Multimeter 

➢ Inspection forms, NCR logs, testing checklists 
Internal and External Communication 
➢ Internal: Project Manager, Site Engineers, QA/QC, HSE, Procurement, Planning. 
➢ External: ADDC, ADM, Civil Defense, Consultants, Clients, Subcontractors. 

Knowledge, Skill and Attitude  
Experience  
6–10 years in electrical and infrastructure projects (LV/MV/OHL) in the UAE 
Education, Certifications and Training  
➢ Bachelor’s degree in Electrical Engineering. 

Language Skills  
➢ C1 in English language in different functions  

Skills  
➢ Strong understanding of ADDC/ADM standards and testing procedures 
➢ Excellent site management and coordination skills 
➢ Knowledge of power distribution systems and earthing 
➢ Ability to interpret drawings and resolve site issues 
➢ Strong communication, leadership, and reporting skills 

 

 

  

 

Employee Signature  DATE  

Direct Manager Signature  DATE  

HR Manager Signature  DATE  
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