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Career Objective 
Results-driven Supply Chain Coordinator with a strong background in plant operations, inventory control, vendor 
relations, and financial coordination, supported by professional certifications in supply chain and production 
management. Proven ability to improve workflow efficiency, enhance data accuracy, and support cost optimization 
through accurate reporting, cross-functional coordination, and problem solving across supply chain and administrative 
functions. 
 
Education 
 Bachelor’s Degree  | King Abdul Aziz University  

 Major |  Public administration (organization, development and administration) 

Experience 

 
SUPPORT SERVICES SPECIALIST | ALWEDAD CHARITY ASSOCIATION | JUL 2026 – PRESENT 

 Manage the association’s vehicle fleet, including registration, renewal follow-up, preventive and corrective 
maintenance, and coordination of vehicle allocation with branches and end users. 

 Coordinate employee business travel arrangements, including flights, trains, and ground transportation, from 
receiving requests through booking, amendments, cancellations, and invoice follow-up. 

 Oversee warehouse support operations by reviewing branch requests, preparing and dispatching required items, 
recording inventory movements, and monitoring stock availability. 

 Receive and log maintenance requests from branches, coordinate with internal departments and external service 
providers, and follow up until completion within required quality and response-time standards. 

 Manage general support-service requirements, including utilities, telecommunications, and service contracts, by 
ensuring service continuity, reviewing invoices, and submitting them for approval and payment. 

 Contribute to developing and improving support-services procedures, with a focus on operational efficiency, 
service quality, and cost reduction. 

 
Supply Chain Coordinator | Petromin (Petrolube Division) | | Nov / 2024 – Feb 2026  
 Coordinated daily plant operations across production, HR, finance, and technical support departments, ensuring 

seamless workflow and timely resolution of operational issues. 
 Managed scrap handling and sales processes, including documentation and financial closure with accounting teams, 

contributing to accurate revenue tracking and waste reduction. 
 Processed and tracked vendor invoices from receipt to payment approval, ensuring timely disbursement and 

maintaining strong supplier relationships. 
 Supported the plant safety committee by organizing meetings, tracking safety procedures, and documenting incidents 

and operational observations to improve workplace safety standards. 
 Provided comprehensive administrative support including documentation, correspondence, and visitor/contractor 

access permits, enhancing operational efficiency. 
 Coordinated maintenance activities and work orders with technical teams, ensuring timely resolution of operational 

issues and minimal downtime. 
 Monitored plant sustainability KPIs (energy, water, and waste consumption) and prepared monthly reports to support 

environmental compliance and cost optimization initiatives. 

Part advisor | Abdul Latif Jameel - Autohub| | Nov / 2023 – Nov 2024 
 Managed multi-brand vehicle insurance and pricing, ensuring accurate quotations, coverage selection, and timely 

approval of policies. 
 Handled insurance approvals and coordination with providers, reducing processing delays and improving customer 

satisfaction. 
 Followed up on spare parts availability and resolved related issues for serviced vehicles, supporting faster repair 

completion and minimizing customer waiting time. 



2 

Executive Secretary | Naqleen Co | Dec 2022 – Nov 2023 
 Provided comprehensive executive and administrative support to the Chief Executive, improving organization, follow-

up, and timely execution of priorities and decisions. 
 Managed calendars, meetings, and document flow for the Chief Executive, ensuring smooth daily operations and 

professional communication with internal and external stakeholders. 
 Managed HR contract renewal processes and maintained accurate HR records and documentation, reducing errors 

and delays in employee data and contracts. 
 Served as meeting secretary for the HR Director by preparing agendas, recording minutes, and following up on action 

items to ensure progress on key HR initiatives. 
 Provided HR support including issuing salary certificates and handling employee inquiries, enhancing employee 

experience and response time. 
 Supported the HR Director with scheduling, correspondence, and daily administrative tasks to ensure efficient and 

well-organized HR department operations. 
 
Treasurer | Alkherat Co | Jun 2022 – Dec 2022 
 Managed incoming payments and deposited received funds, ensuring accurate cash handling and timely updating of 

financial records. 
 Reconciled daily collections with system records, helping to reduce discrepancies and support reliable financial 

reporting. 
 Coordinated with the accounting team on pending payments and issues, contributing to smoother month-end closing 

and better cash flow visibility. 
 
Data Entry & Inventory Control | Qoot Co | Apr 2019 – Apr 2020 
 Compiled and maintained accurate records of inventory quantities and types, supporting reliable stock visibility for 

operations and finance. 
 Entered and monitored purchase orders and invoices, verifying accuracy and resolving discrepancies to ensure clean 

transactional data. 
 Coordinated with the Finance team to support regular inventory audits, helping to reduce variances and improve 

stock control. 
 Worked with Accounting personnel to enter receivables, payables, bank deposits, and expense reports to the correct 

customers and jobs, contributing to accurate financial records. 
 Worked with Accounting personnel to enter receivables, payables, bank deposits, and expense reports to the correct 

customers and jobs, contributing to accurate financial records. 

Secretary | Al Muhaidib | Jan / 2017 – Jan / 2018 
 Worked with Accounting personnel to enter receivables, payables, bank deposits, and expense reports to the correct 

customers and jobs, contributing to accurate financial records. 

Skills  
 Supply Chain Management 
 Vendor Relations 
 Data Analysis 
 Administrative Support 
 Financial Management 
 Inventory Control 
 Time Management 
 Team Collaboration 
 Microsoft Office & Excel 
                                                                            
Courses & Certifications 
 CISCM 
 CICCP 
 CPIM (Certified in Production and Inventory Management) 
 Five human resources  
 Process Mapping & Flowcharting 

Languages 

 Arabic  
 English ( Advanced )       


