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CAREER OBJECTIVE

To work in a challenging and competitive environment and ensure effectiveness and efficiency in the achievement of organization goals and objectives while updating my skills and knowledge.
SKILLS AND STRENGTHS
	· Ability to establish priorities 

· Detail oriented and well-organized 
· Accuracy and attention to details

· Quick adapter  to any environment                

· Very good interpersonal skills
· Good team player

· Good knowledge of Microsoft Office 


	


WORK EXPERIENCE
SAP Order Management Analyst in DUBAI (Dec 2012 - Present)
Roles and Responsibilities
· To manage the complete Order Management process to service MDO & Customers by providing top quality services in a highly complaint and to ensure that P&G’s services and relations with external and internal customers are at the highest level of quality and efficiency.

· To make sure that all processes are handled as per agreed SLAs.

· To establish and sustain collaborative/productive relationships with Distributors, MDOs and Customer Operations.
Order Entry in SAP
· To process all customer orders in SAP manually and through OAT (Order Acquisition Tool) tool.

· To make sure orders are timely communicated to the plant for On Time Shipment and Delivery.

· To verify and ensure the completion of standard requirements of the order received from MDO such as Order Date, Customer PO reference, Requested Delivery Date (RDD), Vendor Code & Name, Plant Code & Name, Container Fill Rate, Validity of an Order Form, Supply Lead Time, Sold To & Ship To codes, Number of containers, SAP Material codes, Material Description, Quantity.

· To keep track of the Order submission & send submission to maintain the agreed time as per SLA and to report the delays if there’s any.

· To create and print Purchase Order and issue it to the plant.

· To create Proforma Invoice and issue it to the plant.
Order Amendment in SAP
· To do order amendments upon MDO & CO request. Changes such as Quantity change, Phase-in Phase-out Change, SKU Change, Requested Date of Delivery Change, Goods Issue Date, Price Date Change, Order Cancelation, Master data changes such as Vendor, Plant, Payment terms, Inco-terms, Route, Shipping point.

· To ensure the order amendment form is filled properly.

· To check the Goods Issue Date & Pricing Date for all distributors while order amendments and month end reconciliation.

· To create and print revised Purchase Order after amendments and issue it to the plant.

· To create revised Proforma Invoice after amendments and issue it to the plant.
Billing / Invoicing in SAP

· To coordinate with the plant for On Time Shipment, Delivery and Billing.

· To ensure On Time Booking as per SLA.

· To ensure Billing Accuracy on both Operations and Plant end by extracting SKU Shipment reports and with timely coordination with Supply Planning Team, MDO and Plant.

· To ensure that ICI (Inter Company Invoice) or DF (Dispatch Flash) received from the Plant is in line with the order. In case of mismatch to do the necessary amendments with right reason code to match the order.

· To ensure volume booking (manual billing) within 2 working days of ICI receipt.

· To communicate with Source Plant on short/ over shipments to know the proper reason.

· To run Document Flow report to reprocess the failed IDOC and to know the reason of error of failure.

· To manually bill orders which do not get billed automatically due to split analysis error.

· To cancel Billing document with proper reversal reason when approved.

· To consolidate individual Billing document by creating invoice list when approved.

· To cancel invoice list with proper reversal reason when approved.
Month End Closing in SAP

· To send Open Orders report to MDOs & Plant to confirm which order will be canceled or carry forward to the next month.

· To ensure no open orders from previous months.

· To change the pricing date of exceptionally open orders from previous months.

· To generate monthly orders compliance Order Management Score Card for the management by using different KPIs such as Total Order Shipped, Total Volume shipped by Category and Market, On-time Order Placement, On-time Billing, Billing Accuracy, Order Quality touches report.
Steam Process
· Single Point of Contact (SPOC) of STEAM (System for Efficient Alignment) tool.

· To ensure approval by STEAM should be procured before processing returns or refusals.

· To coordinate with MDO to provide all relevant documents relating to Price corrections, Returns, Quantity corrections (short/ excess/ damaged), Exceptional Order Release, Extended Invoice due date, Temporary/Permanent Credit Limit Increase/Decrease, New Customer Creation, Customer Master Data updation, Bad debts for the STEAM process.

· To do preliminary checks to ensure STEAM is signed and approved by the right person as per companies Decision Authority such that it adheres to Internal Controls (Audit) and P&G compliance guidelines.
Other Roles include;

· To print and courier original stamped & signed Invoices and Credit Notes / Debit Notes to the MDOs and Distributors.

· To print Manual Invoices on company’s Letter head and ensure them they are stamped, signed and approved by Order Management Manager.

· To run Shipment Report to know the status of the orders placed and take action accordingly.

· To check Stock Reconciliation Report for Virtual location in SAP.

· To maintain Tracking sheet of Order Processing, Order Amendments, Credit Notes / Debit Notes, STEAM, Invoice billed and sent, Exceptional Order Release, Billing Accuracy and Month End tracking for Order Management Score Card.

· To track, report and follow up to ensure timely resolution of Master Data issues found during order entry and order amendment such as Profit Center missing, Pricing missing, Route missing, Shipping point missing, PIR missing.

· To follow company’s archiving system. To archive copy of Inter Company Invoice and Packing List received from the Plant, Credit Note / Debit Note, STEAM core documents, Manual Invoices sent to the customer.

· To perform User Acceptance Testing to ensure that quality of SAP modules & sub modules function as per requirement.

· To verify Payment Terms of the orders on need basis.

· To ensure timely updation of Standard Operating Procedures and Job Aids whenever required.

· To solve routine MDO / Customer issues related to Order Management.

· To provide basic training and guidance to new team members on companys Order Management process.

· To send blocked orders for release to Accounts Receivables team.

· To manually block orders by putting delivery block in case of Master Data issues.

· To send invoices for chamberization and certification process to Logistics team for customers to clear the shipments.

· To notify Plant for Stop Shipment to the customer when customer is credit blocked or overdue 20 days except shipments out of warehouse or in port.

· To notify Plant for Resume Shipment to the customer when customer is released from credit blocked or paid or when there is Exceptional Order Release Steam approved.

Accounts Receivables
· Checking on-line bank statement 

· Booking all incoming payments 

· Clearing of payments

· Follow-up on unapplied cash via mail/phone 

· Refresh SAP credit data after payment booking

· Make sure AR suspense are at zero balance

· Archiving/Updating Tracking

· Financial Invoice Credit Note/Debit Note booking 

· Credit Extension maintenance

· Doing the cash refund transaction in SAP

· Communicating with treasury to get the swift & share with customer Cash Application

· Preparing Credit Note and Claims report and share with the management

· Performing order release 

· Perfoming month end write offs for all customers for amounts below specified limit.

Administrative Assistant in Aga Khan Health Service, Kenya
           (Jan 2009 – Jan 2012)
· Act as a liaison between the executive, subordinates or others, by transmitting directives, instructions and assignments and following up on the status of assignments.

· Receives and screens incoming calls and visitors, determines which are priority matters, and alerts the executive accordingly. Makes referrals to appropriate staff or provides requested information.

· Makes travel arrangements; prepares itineraries; prepares compiles and maintain travel vouchers and records.

· Manage the Director’s diary.
· Updates executive on status of issues before scheduled meeting

· Reviews, proofreads, and edits documents prepared for the executive`s signature.

· Charging telephone and fuel bills to the departmental projects.

· Overseeing staff meetings on a monthly basis. 

· Assists with the establishments, revisions and maintenance of office procedures and policies.
· Oversee repairs of office equipment and project equipment.

· Supervising the office assistants and drivers. 

· Ability to use diplomacy and discretion, when giving out information and referring and directing callers and visitors.

· Maintain proper documentation and effective filing system of all relevant official material including correspondence.

· Control administrative related expenditure and manage petty cash for the department.

· Maintain the department’s storage of assets and stationery through regular update and maintenance of the assets movement log and stores inventory.

· Ensure adherence to purchase requisition procedures and raise L.P.O’s against approved requisitions.

· Scheduling and organizing internal / external meetings, conferences, workshops and trainings.
Data Entry / Receptionist - Aga Khan Health Services, Kenya

      (Dec 2007 – Dec 2008)
· Assisting the Program Coordinator in data collection in the field

· Keying in all data collected for the project and ensuring accurate and timely management of the data

· Handling incoming and outgoing communication

· Assisting in any other accounting related work within CHD and field activity matters

· Assisting the Program Coordinator in supervision, and coordination of the field support staff in data collection.

· Assisting in designing and conducting community trainings on collecting accurate and relevant data for the project.

· Handle clients at the reception.

 Intern - Aga Khan Health Services, Kenya

(Sept 2007 – Nov 2007)
· Assisting the Program Coordinator in data collection in the field

· Keying in all data collected for the project and ensuring accurate and timely maintenance of the data

· Assisting the Program Coordinator in supervision, and coordination of the field support staff in data collection

· Assisting in designing and conducting community training on collecting accurate and relevant data for the project

· Assist in documentation during capacity building trainings and staff meetings.

ACADEMIC BACKGROUND
June 2007 – December 2007: 
Advanced Diploma in Business Management, ABE UK

January 2006 – June 2007: 
Diploma 1 & 11 in Business Management, ABE UK

CERTIFICATE/SHORT COURSES

· Managing a Health Facility Course – October 6th – 18th 2008

· ISO training (Certified internal Auditor) – April 16th – 17th 2009
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