
  

 

 

ABDUL QADIR SAFI 

 
 
ADDRESS 
 
SHARMA, TABUK, KSA 
 
CONTACTS 
 

 +966-535934107 
 a.qadirsafi@gmail.com   

 
IQAMA NUMBER 
 

 2567097866 
 
IQAMA STATUS 
 

 Transferable 
 Validity up to oct 2025 

 
PROFILE 
 
A capable and results-driven professional 
with a proven track record in logistics 
supervision, administrative coordination, 
and accounting support—bringing together 
a rare blend of operational insight, 
organizational efficiency, and financial 
discipline. Demonstrates hands-on 
expertise in managing end-to-end logistics 
processes, including material planning, 
transport coordination, and vendor 
communication to ensure seamless project 
execution. Efficient in administrative 
functions such as document control, 
correspondence, scheduling, and office 
management, while also maintaining 
strong command over financial tasks 
including invoicing, petty cash, expense 
tracking, and monthly reporting. Adept at 
working in dynamic project environments 
with competing priorities, ensuring all 
activities are executed in compliance with 
company policies, safety protocols, and 
regulatory standards. Recognized for 
professionalism, attention to detail, and a 
collaborative approach that supports 
smooth operations and contributes to 
overall project success. 
 
 
 

 

EDUCATION 

 MCS, Information Technology, 2015  
Qurtuba University of Science & Technology - Peshawar, 
Pakistan 
 

 DIT, Diploma in Information Technology, 2012 
Board of Technical Education - Peshawar, Pakistan 
 

 D.Com, Diploma in Commerce, 2007 
Board of Technical Education - Peshawar, Pakistan 
 

WORK EXPERIENCE 

Logistic Secretary/Coordinator  

PROJECTS PIONEERS Co. KSA  

Nov 2022 – Continue 

Roles & Responsibilities: 

 Coordinate the delivery of construction materials, tools, and 
equipment to project sites in line with construction schedules. 

 Liaise with material suppliers, transport companies, warehouse staff, 
and site engineers to ensure seamless logistics support. 

 Monitor daily movement of materials to and from construction sites 
and update delivery trackers accordingly. 

 Assist in developing and updating logistics plans for construction 
phases, site requirements, and resource availability. 

 Track material inventory at laydown areas, site stores, and central 
warehouses; raise alerts for shortages or delays. 

 Follow up with vendors on pending material dispatches and expedite 
critical construction items. 

 Provide logistics support during site mobilization and demobilization, 
including manpower transportation coordination. 

 Coordinate with site admin and security for issuance of vehicle entry 
permits, crane mobilization schedules, and delivery approvals. 

 Prepare regular reports on logistics performance, material delivery 
status, and bottlenecks impacting construction progress. 

 Maintain organized records of all logistics-related documentation in 
both soft and hard copy formats. 

 Ensure HSE standards are followed during the transport and 
unloading of construction materials at sites. 

 Communicate effectively between office logistics teams and field/site 
logistics coordinators. 

 Support emergency material deliveries for urgent site activities to 
prevent project delays. 

 Coordinate the movement and tracking of construction equipment 
such as excavators, boom trucks, and generators. 

 

 



  
 
 
Area Of Expertise 
 

 Logistics Coordination 
 Material Tracking 
 Delivery Scheduling 
 Transport Management 
 Vendor Communication 
 Inventory Monitoring 
 Document Control 
 Office Administration 
 Staff Coordination 
 Procurement Support 
 Invoice Processing 
 Petty Cash Handling 
 Financial Reporting Support 
 Data Entry Accuracy 
 Record Management 
 ERP System Use 
 Time Management 
 Multi-Tasking Skills 
 Compliance Monitoring 
 Construction Project Support 
 Site Coordination Support 
 Gate Pass Management 
 Equipment Mobilization 
 Material Reconciliation 
 Shipment Documentation 
 Inventory Reordering 
 Staff Timesheet Handling 
 Meeting Arrangements 
 Filing & Archiving 
 Cost Control Support 

 
 
SOFT SKILLS 
 

 Able To Respect Deadlines 
 Leadership Skills 
 Teamwork Skills 
 Communication Skills 
 Time Management Skills 

 
IT SKILLS 
 

 Microsoft Office (Word, Excel, 
  PowerPoint & Outlook) 
 ERP 
 TAMM 
 Absher 
 Gulf Axis (Tracking System) 
 
 

 

Assistant Admin Manager 

AFAN Middle East General Contracting 
Company - KSA 

Dec 2020 TO Nov 2022 

Roles & Responsibilities: 

 File handling and maintaining document records.  
 Collect and manage employee timesheets.  
 Prepare and update salary sheets for payroll.  
 Reconcile financial accounts and assist with reports.  
 Monitor and reorder office supplies and inventory. Schedule 

meetings, maintain calendars, and assist with administrative tasks. 
 Perform data entry and generate reports.  
 Coordinate with vendors and manage office services. Assist with HR 

functions, including employee onboarding and recordkeeping.  
 Ensure smooth office operations and handle travel arrangements.  
 Track office expenses and assist with budgeting.  
 Ensure compliance with company policies and procedures.  

 

Accountant/ Admin 

PAK Traders LLC, Pakistan 

Sep 2019- Oct 2020 

Roles & Responsibilities: 

 Maintain and update financial records.  
 Prepare and process invoices, receipts, and payments.  
 Manage accounts payable and receivable.  
 Reconcile bank statements and financial accounts.  
 Prepare monthly, quarterly, and annual financial reports.  
 Handle payroll and ensure accurate salary disbursement.  
 Assist in budgeting and financial forecasting.  
 Ensure compliance with tax regulations and file tax returns.  
 Conduct internal audits to verify financial accuracy.  
 Analyze financial data and provide insights to management.  
 Manage cash flow and monitor company expenses.  

 

General Baking Officer 

MCB Bank Ltd, Pakistan 

Aug 2016- Aug 2019 

Roles & Responsibilities: 

 Assist customers with account openings, closures, and updates. 
 Process deposits, withdrawals, and fund transfers. 
 Manage daily cash transactions and balance the cash drawer. 
 Provide information on banking products and services. 
 Handle loan applications and assist with credit processing. 
 Resolve customer inquiries and complaints promptly. 
 Ensure compliance with banking regulations and policies. 
 Assist in preparing financial reports for internal use. 
 Promote bank products and cross-sell services to clients. 
 Monitor account activities to prevent fraud. 
 Support branch operations and assist with administrative tasks. 

 

 account openings, closures, and updates. 
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