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Elnour

Elnour.106542@2freemail.com  
Objective:

To seek a suitable position in a Company that will enhance my qualifications and potentials to the fullest exposure, relevant to my field of expertise. In addition to achieve further personal and career growth, as well as gaining new knowledge that will contribute to the progress of the company.
Education
1997, Bachelor of Science in economics & Administrative Science 

Major in “Accounting” 
Omdurman  Ahlia University - Sudan.
Computer Knowledge   :

1. Expert in computer application (like MS Office, Word, Excel, Access Windows 2003, XP, Vista,  
2. Expert in Accounting Systems and software like:
· Gems (Ware House, Stores, Purchasing)
· Proligic (Accounts, Ware House, Stores, and purchasing)
3. Expert in typing and data entry
Management and organization skills:
1. Ability to work under pressure and to a deadline. 

2. Effective and supportive team leader and player.

3. Pleasant personality 

4. Superior communications skills written and verbal. 

5. Ability to work flexible shifts.
Work Experience
Qatar Embassy Abu Dhabi:

CONSELOR OFFICER:- 

   Serves as one of visa assistant.  Performs a variety of visa functions and is responsible for processing a full range of visa applications in an applicant pool for over than 120 nationalities. Assists with passport and nationality function, including the physical preparation of additional passport pages, and processing of passport applications, etc.  Responds to routine inquiries - written, oral and telephonic – in an autonomous manner. Refers sensitive inquiries, as appropriate, to the Consul.  May serve as either principal or backup cashier as needed.

 Qatar Embassy:-
Title:  General Accountant
Location: Embassy of state of Qatar in Abu Dhabi, UAE 
Jul 2007 – Present
Principal Accountabilities: 
· Maintain and follow up Receivable/Payable accounts. 
· Maintain, reconcile and keep a proper bank records across the Embassy. 

· Process and coordinate the timely payment of claims in accordance with Embassy's policies and procedures. 

· Process payment to suppliers ensuring that all payments are verified by management and are made in accordance with the terms and conditions agreed with each supplier. 
· Review departments request for petty cash replenishment and assure that expenses paid are within the approved policy on disbursements. 

· Handle payroll preparation and distribution process. 
· Prepare necessary Adjusting Entries. 
· Develop and maintain positive relationships with customers and contractors. 
Title:  Asst Purchasing Manager 
Albustan Residence & Center Dubai, UAE. 

Oct 2000 - Jun 2007 
Principal Accountabilities: 
· Set a proper strategy to manage purchases, staff orders, handle and manage all issues related to procurement.
· Developing material planning and procurement processes and procedures, developing long - term strategic agreements with suppliers.
· Ensure that the purchase requisitions respective information are verified for completeness.

· Manage the purchasing process through competitive offers to ensure it is carried out effectively and economically to meet the requirement.
· Manage and control the expediting activities to ensure timely delivery of materials as per the purchase order conditions.
·  To ensure the discrepancies, rejection and resolving claims in coordination with the end users in the company interest.
· Coordinate with Finance and Audit the processing of invoices.
General Cashier

July 2003 to Jun 2004

AlBustan Residence &Center, Dubai UAE
· Ensure all monies received by H.O. are deposited and credited to the 
bank account on the day of receipt or on the first available working day thereafter. 

· Account payable
May 2002 to Jun 2003
Albustan Residence &Center Dubai, UAE
Principal Accountabilities: 
· AP invoices batch update – Daily
·  Control LPOs, check and verify long outstanding LPOs

·  Check arithmetical accuracy, date, quality and receive stamp approval on the invoices with LPO or agreement

·  Follow up any discrepancies with the suppliers in writing.

·  Check and tally posted invoices with invoices totals and filed supplier-wise

·  Complete monthly supplier payment run by 20 th . 

·  Ensure that all payments are backed up with original  invoices / approved purchase orders and receiving report

·  Supplier Statement of Account &  Payment reconciliation

·  Ensure that other internal expense reports are approved by  the Director of Finance / Finance Manager and the General  Manager
·  Ensure payment of internal expense reports with relevant  approval e.g. salary, reimbursement of visa expenses, cash  advance, loan, leave settlement, final settlement, etc. Maintain up to date filing system for the payment voucher  as per bank cheque sequence number Handle all queries from internal & external customers
·  Ensure that all cheques to be locked and cheques should be endorsed
· Store Manager

Oct 2000 to Apr 2002

Albustan Residence &Center Dubai, UAE
Principal Accountabilities: 
· Manage store operations on a day to day basis, driving sales and maximizing profits 

· Work closely with brand team, providing feedback about the product and the range 

· Deliver high levels of motivation and development to a diverse team 

· Bring positive recognition to the brand via effective communication
Nature Of  Job
· Preparing Purchasing Request               Receiving Material

· Coding & Recoding Items
                     Storing Material

· Shelving   &Issues                                 Costing The Material If Imported Material

· Issues Posting In The System                 Posting Of Receiving In The System

· Stock Analysis                                        Taking Physical Inventory

· Monthly &Yearly Inventory             Methods To Keep Ware House Clean And Hygienic

· Preparing Stock Status Reports        Departmental Issue Reports

· Charging Different Departments      Month End Closing

· Inventory Reports                             Material Issue Reports

· Inventory Re-Conciliation Report     Inventory Turn Over Report

Warehouse manager
Responsibilities

1.  Direct the leadership of multiple distribution and warehousing operations 
2. Manage and analyze operational budget and expenses (has full P&L accountability for all the operations). 

3. Establish and oversee the implementation of set Key Performance Indicators . 

4. Help with the design and process flow of new perspective warehousing facilities 

5. Directs the inventory management teams to implement new inventory control procedure to achieve world wide standards 

6. Set and achieve Business Unit financial and Operational goals. 

7. Work with Senior Management to achieve Enterprise goals. 

8. Oversee and approve all training and staff development program. 

9. Oversee and approve all internal Service Level Agreement between Warehousing and other departments 

10. Approve all operational procurements .
Personal Details:
Place of Birth    :  
Sudan

Citizenship        : 
Sudan

Marital Status     :
Married
Gender               :
Male
Language

1 Arabic                                              Native 

2 English                                             Fluent

Other Information:

· Holding Valid UAE Driving License.


· Holding UAE transferable visa
