
Amir Suhail 

Looking Position – 

Admin and Procurement Assistant 

Current Address – Riyadh Saudi Arabia 

Email ID – amirrsuhail07@gmail.com 

Contact Number - +966 542933543 

Date of Birth – 15/06/1997 

PROFESSIONAL SUMMARY 

To strive for a career in a growth-oriented organization where I can gain knowledge, skills & work to 

the best of my ability & potential to make a meaningful & tangible contribution towards the 

achievement of organization goals, objectives & vision. 

 

WORK EXPERIENCE 

Science Square Trading Company | Riyadh, Saudi Arabia 

Admin and Procurement Assistant | September 2022 – Present 

• Negotiated with suppliers for competitive pricing and contract terms. Implemented the 

procurement strategy and policies within teams and functions. 

• Supported local/ International procurement, purchasing & timely delivery of products 

and services in line with the requirements of the customers. 

• Assistance sales representative with administrative tasks such as preparing sales reports, 

Invoices, delivery notes, and proposals. 

• Process sales orders accurately and efficiently, ensuring all necessary documentation is 

complete. 

• Respond to customers' inquiries via phone, and email, promptly and professionally. 

• Monitor order status and communicate updates to customers as needed. 

• Address customers' concerns and resolve issues promptly. 

• Maintain sales & purchase records and customer database. 

 

Capgemini Services Ltd. | Noida, India 

Account Payable | December 2021 – August 2022 

• Processed monthly invoices in multi-currency formats (USD, EUR, SAR), ensuring timely 

payments and adherence to global financial compliance standards. 

• Streamlined vendor communication for international suppliers, resolving discrepancies 

and reducing payment cycle time. 

• Manage the full accounts payable cycle from receipt of invoices to payment, including 

coding invoices, matching purchase orders, obtaining approval, and entering the 

invoices into the accounting system for processing. 

mailto:amirrsuhail07@gmail.com


Indian Overseas Services | New Delhi, India 

Accountant | October 2018 – March 2020 

 

• Managed day-to-day accounting entries for sales, purchases, and expenses. 

• Entries of Cash book, sales bill and purchase bills. 

• Cash Handling and preparing for daybook. 

• Entry of all bank statement and checking the document for payment. 
 

 

EDUCATION 

Bachelor of Commerce (B. Com Honours) 

Veer Bahadur Singh Purvanchal University | 2015–2018 

Certificate of Higher Education (Commerce) 

Higher Secondary School | 2015 

A-Levels (Commerce) 

High School | 2013 

 

 

TECHNICAL SKILLS 

• Software: Tally ERP, MS Office (Excel, Word, PowerPoint, Outlook) 

• Languages: English (Fluent), Urdu (Fluent), Arabic (Intermediate) 
 

 

PERSONAL DETAILS 

• Nationality: Indian 

• Marital Status: Single 

• Address: Uttar Pradesh, India (Permanent) 
 

 

IQAMA STATUS 

• Valid (Transferable) 
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