Resume(CV)

Name: Shannaa

Email: shanna.199219@2freemail.com

Career Objective
:

Seeking a position an Human Resources Logistic and Sales to achieve professional satisfaction &Career progression by working in a learning environment that boosts up my abilities in professional & personal fields.


Educational Qualifications
:

· Management Information System AL-ZaytoonahUniversity .
· DiplomaElectricity- En AL Bash Trading
· High School.

Additional Courses
:

· Microsoft office-(2004-2016)
· Cambridge International Certificate (Word, Excel, Power Point).

Professional Experience Of 7 years
:

I have sales experience in Specialized Gulf Welding (SGW) as Saudi local supplier of welding machines, welding systems and welding consumables. SGW stock and support reputable brands in the welding industry such as Miller and offer welding solutions and participate in setting up full fabrication shops to fit the welding needs. In addition to welding supplies & have rental sales experience as well.

Duration: From April 2010 to April 2017.


Duties Responsibilities
HR
:


· Provide clerical and administrative support to Human Resources executives.
· Compile and update employee records (hard and soft copies)
· Process documentation and prepare reports relating to personnel activities (staffing, recruitment, training, grievances, performance evaluations etc)
· Coordinate HR projects (meetings, training, surveys etc) and take minutes.
· Deal with employee requests regarding human resources issues, rules, and regulations.
· Assist in payroll preparation by providing relevant data (absences, bonus, leaves, etc).
· Communicate with public services when necessary.
· Properly handle complaints and grievance procedures.
· Coordinate communication with candidates and schedule interviews.
· Conduct initial orientation to newly hired employees.
· Assist our recruiters to source candidates and update our database
Duties Responsibilities Logistic

· Strategically plan and manage logistics, warehouse, transportation and customer services
· Liaise and negotiate with suppliers, manufacturers, retailers and consumers
· Keep track of quality, quantity, stock levels, delivery times, transport costs and efficiency
· Arrange warehouse, catalog goods, plan routes and process shipments
· Resolve any arising problems or complaints
· Supervise, coach and train warehouse workforce
· Meet cost, productivity, accuracy and timeliness targets
· Maintain metrics and analyze data to assess performance and implement improvements
· Comply with laws, regulations and ISO requirements
Duties Responsibilities Sales:

· Ensure high levels of customer satisfaction through excellent sales service.
· Assess customers needs and provide assistance and information on product features
· Welcome customers to the store and answer their queries
· Follow and achieve department’s sales goals on a monthly, quarterly and yearly basis
· “Go the extra mile” to drive sales
· Maintain in-stock and presentable condition assigned areas
· Actively seek out customers in store
· Remain knowledgeable on products offered and discuss available options
· Process POS (point of sale) purchases
· Cross sell products
· Handle returns of merchandise
· Team up with co-workers to ensure proper customer service
· Build productive trust relationships with customers
· Comply with inventory control procedures
· Suggest ways to improve sales (e.g. planning marketing activities, changing the store’s design)

Personal Skills
:

· Organizational abilities.
· Ability to deal with people diplomatically.
· Complex problem solving.

Personal Profile
:

Name: Shanaaa

Date of birth: 28-01-1980

Gender: Male

Nationality: Jordanian


Declaration
:

I hereby declare that the information furnished above is true to the best of my Knowledge.

Date:

Place:

Signature: ___________________

