
 

 MUHAMMAD ARIF 
 (PURCHASING COORDINATOR) 
  Mobile: (+966 55 431 7740) 

  E-mail: (muhammadarifsami2017@gmail.com) 

 Address: JEDDAH, KSA 

 

 

 

➢ PROFILE SUMMARY: 

 

 Result-driven Purchasing Coordinator with 5+ years of experience in managing procurement processes, 

 Ensuring timely delivery of goods and services while maintaining cost-effectiveness. Proven track record 

of building strong supplier relationships and negotiation favorable terms. Possesses in depth knowledge of 

Saudi market trends and foreign regulation, with a strong ability to drive business growth and improve 

efficiency in a dynamic environment. 

 

  

 
 

 

 

➢ QUALIFICATION: 

 

• Matric (SSC) from Board OF BISE (PESHAWAR). 

• FSc (HSSC) from Board OF BISE (PESHAWAR). 

• BACHELOR OF ARTS (BA) from University OF PESHAWAR 

• MASTER IN POLITICIAL SCIENCE (M.A) from University OF PESHAWAR 

• DIPLOMA IN INFORMATION TECHNOLOGY (DIT) from Technical Board of PESHAWAR 

• NEBOSH (NATIONAL EXAMINATION BOARD OF OCCUPATIONAL SAFETY AND HEALTH) 

 

 

➢ Computer skills: 

 

• AXAPTA (AX) 

• ORACLE FUSION (ERP) 

• MS Office (MS word, Excel) 

• Internet Browsing 

• Emailing 



 

➢ EMPLPYMENT Experience: 
 

 

I having more than 5 years’ Experience as a Purchasing Coordinator in several organizations. 

 

 

 

➢ PURCHASING COORDINATOR:  

 

o Period:                       2020-2024 

o Company:                  GATE OF FOROSYA (KEY ARABIA) 

o Location:                   OLAYA 

 

➢ PURCHASING COORDINATOR:  

 

o Period:                      2024 STILL WORKING 

o Company:                 NAPCO NATIONAL KSA    

o Location:                  INDUSTRIAL AREA  

 

 

 

 

➢ RESPONSIBILITIES: 

 

 

• Procurement Planning: Created and managed procurement plans to ensure timely delivery of goods 

and services, aligning with business objectives. 

RFQ/RFP Development: Developed and issued Requests for Quotation (RFQs) and Requests 

for Proposal (RFPs) to solicit bids from suppliers, ensuring compliance with company policies and 

procedures. 

Supplier Communication: Effectively communicated with suppliers to negotiate prices, 

terms, and conditions, ensuring best value for the company. 

Quotation Management: Collected, reviewed, and compared quotations from multiple 

suppliers, evaluating prices, quality, and delivery terms to make informed purchasing decisions. 

Purchase Order Management: Created, reviewed, and released purchase orders (POs) 

manually, ensuring accuracy and compliance with company policies. 



PO Amendment: Amended POs as necessary, ensuring changes were properly documented 

and approved. 

Purpose and Scope Definition: Defined the purpose and scope of POs, ensuring clarity and 

alignment with business needs. 

Shipment Coordination: Arranged pickups for foreign shipments, negotiating with freight 

forwarders to secure the best prices and services. 

Saber Certificate Management: Obtained Saber certificates for sea shipments, ensuring 

compliance with Saudi Arabian regulations and facilitating smooth customs clearance. 

Shipment Tracking: Traced shipments with freight forwarders, monitoring delivery status and 

resolving any issues that arose during transit. 

International Supplier Communication: Communicated effectively with foreign 

suppliers, negotiating prices, terms, and conditions, and ensuring compliance with company 

policies and procedures. 

Invoice Management: Obtained invoices with correct HS codes for customs clearance, 

ensuring compliance with regulatory requirements. 

Supplier Relationship Management: Built and maintained strong relationships with suppliers, 

ensuring timely delivery of goods and services and resolving any issues that arose. 

Cost Savings: Identified opportunities for cost savings and implemented strategies to reduce 

procurement costs, improving business efficiency and profitability. 

Compliance: Ensured compliance with company policies, procedures, and regulatory 

requirements, maintaining accurate records and documentation. 

Data Analysis: Analyzed procurement data, identifying trends and opportunities for 

improvement, and making informed purchasing decisions. 

 

➢ Languages: 

 

 English, Urdu, Hindi, ARABIC 

 

➢ Profile: 

 

•  Full Name: MUHAMMAD ARIF  

•  Religion: Islam 

•  Iqama/Visa Status: Valid & Transferable 

 

➢ Reference: 

 

Will be provided on demand. 

 

 



➢ DECLARATION; 

 

      Here I am declaring that the above statements are true and correct as my side with proof and evidenc

 

 

 



 



 



 



 
 



 
 


