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International City, DUBAI (U.A.E)

Email: irfan.217950@2freemail.com 

· CAREER OBJECTIVE: To secure a stable position under the shade of a reputed organization this gives great value for potential employees, who discharge their duties on urgent and important basics very effectively, to grow with reputable & healthy organization to apply my knowledge & experience for the betterment of organization & to improve my knowledge from the best things of organization. A long term career in the field of Inventory Control Management System, Stores Management, Warehouse Administrator, Cargo, Clearing & Forwarding, Transportation, Distributions, Auto Spare Parts, Engineering Store, Internal Audits and Customer Services also Export & Import with international repute to leverage my skills and experience in service industry. To be a successful member of a corporate team in a dynamic organization, where I can utilize my skills effectively and efficiently and contribute essentially in achieving organizational objectives

· PERSONAL INFORMATIONS
:

Date of Birth


:

1st Day of October 1979

Marital Status


:

Married 

Nationality



:

Pakistan

Sex




:

Male

Religion



:

Islam

Visa Status



:

Employment / Residency Visa (Transferable)
Residency Location


:

Dubai, United Arab Emirates

U.A.E Driving License

:

Dubai, United Arab Emirates (4 years)

Languages Known


:

English, Urdu and Hindi (Punjabi as Mother Tongue) 
Area of Interest


:

Supply Chain Logistics Operations, Administrations
· PROFESIONAL EXPERIECE:
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SUPERVISOR OPERATIONS IN LOGISTICS DIVISION (CURRENT JOB)
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· From August 21st 2007 to till date working in NTDE (National Trading & Developing Establishment) in Rashidiya Umm Ramool between Dubai Airport & Festival City U.A.E – Dubai, P.O Box 3139, NTDE Logistics Division is unrivalled in its fast & efficient distribution network, its main 325,000 square feet distribution centre serves Dubai & the other emirates, dedicated 5,200 square meter cold store facility services the burgeoning chilled / frozen & hotel catering sectors. Freshness is paramount in such harsh climatic conditions & NTDE assures customers premium deliveries. NTDE handles more than 22,000 deliveries to 8,000 customers each month, so accuracy and precision is the key to its operations. Its 300 vehicles guarantee on time delivery of more than 6,000 products, monitoring through hand held terminals and efficient stock control and rotation. Cadbury products were introduced into the UAE by NTDE as a sole agent in 1989, what began with just 12 products has now 50 lines in the Cadbury / Mondelez portfolio and is held as a win-win in supplier / distributor agreements in the UAE, NTDE has HAACP certified group of company with ISO certification of 9001-2008 / 14001-2004 & 18001-2007 
· As an Operations Supervisor, look after overall operations / performance of warehouses, fixed assets, inventory, warehouse activities, and transport fleets + cargo & port operations + entire NTDE distribution activities
· Recently on my responsibilities to manage company biggest area (75%) of inventory Control named as Consumer & Gourmet Warehouses + Entire Distributions of NTDE, named as Delivery Section, Delivery Confirmation Desks, and Entire Fleets of Transport Division & Filing Section.
· Entire operations handle through Area or Section Incharges / Team Leaders 
· Warehouse & Inventory Control Operations:

· Monitor whole warehouse activities, handling inventory, receiving, storage, retrieval, normal multipacks, promotions, near expiry, destructions, proper documentations, co-ordination, services etc & assist management in formulation of policies related to material requirements & operations
· Verify goods when new consignment is received, through MRF, check its expiry dates, shelf life & condition, if any shortage or excess found inform to concerned authorities
· Control inventory as per company policies and adjust the normal multi-pack stock levels as and when required as per market or sales division requirement 

· Control dead stock, expiry, near expiry stock by continuous monitoring of the inventory & inform division on the use of such materials, if necessary suggest to management of adjustment / disposal of such items
· Continuously monitor invoices / bills / LOS as per its nature & set priorities as given instructions of delivery
· Check picking lines on daily basis, if any major discrepancy inform to concerned authorities
· Monitor regular issuance of items + normal multipacks & replenish as per stock level 

· Process all MPK- multipacks, MRF- material received forms, WSM- sampling documents on a daily basis & after approval sent to EDP on time
· At least check every day one family / group of item or area wise stock checking, where required on a daily basis
· Monitor FIFO method strictly & shuffling all stocks continuously as per available space
· Monitor return goods through credit notes, LTI, VTI, LIS & cancellation of invoices on daily basis
· Distribute assigned jobs to all colleagues / staff, subordinates & handle them as his per his caliber, also guide & provide solutions of problems arising time to time
· Co-ordinate with sales officials, EDP, accounts, delivery section,  packaging on daily basis if required
· Effectively use the available resources of manpower, material and machineries, continuously improvise the existing system (information & reporting system) by modifying the existing system & re-designed formats
· Check temperature on regular intervals, cleanliness of forklift & other material handling equipments
· Receive (scan) all invoices in system, picked & make trip sheets against all los on daily basis
· Continuously check & verify system stock & physical with its expiry dates if any variance or any query with its expiry dates, update as physical through adjustment
· Update sales division about close to expiry goods to clear from inventory as soon possible on regular basis
· Ensures all the staffs are having occupational health card from municipality & trained in basic food hygiene & on-job food products handling training
· Ensure all HSE (ISO) requirements are followed in the assigned warehouses
· Manage inventory on acceptable demands as per given monthly / quarterly consumption from sales team (Stock received, issuance & Replenishing) 
· Keep eye on normal, regular or multipack / promotional stocks & maintain on available allocations as standard requirements
· On regular intervals coordinate with cargo & clearance divisions / administration about ETA of all consignments & keep informing them the current situation of stocks

· Before clearance of each consignment gives schedule to clearance, transport & receiving team, about off loading plan & area of activity

· After off loading verify physical stocks & approved in warehouse management system
· Later on hard copies of invoices & MRF forward to EDP & Accounts dep’t to upload in palm system
· Assigned respective to check on daily basis at least one group (product family) of items physically
· Monitoring daily invoices with interaction sales division & EDP / Accounts

· Provide & try to serve excellently sales division, on regular demands with promotion activities of MT
· At the time receiving invoices from EDP / Accounts, as per LPO requirements & delivery dates arrange with the help of delivery section all deliveries of all A, B & C class on time
· Assigned staff to receive daily basis all market returns things from Good return Section, through credit notes & ensure all detachment done warehouse management system (WMS) & transfer to its allocated positions, after sorting of near expiry things.
· Coordinate excellently with our DTS / OT teams & picked & handover all require goods to LTO section on time against LTO (Location Transfer Out) as per LTR requisitions
· Received goods from local distributors, all types of snacks & candies for NTDE (outlets) like Smoker & News Centers + for Haagen Dazs shops, then distribute on daily basis to each location (outlet) against LOS (Location Out for Smoker Centers)
· Maintain above (Local Purchase) items & give update daily basis to retail sales division 
· Inventory management includes a weekly stock check and yearly audits coordinate with the finance team in a seamless and timely manner
· Ensure daily to pick all invoices / LOS / LTO & BIV from warehouse management system with the help of HHT devices, if any pending task will remain finish it ASAP
· Assigned staff for picking, stock arranging from one to another location, after picking rechecking & forward to dispatch section

· Returned stock (long dated) repacked again nicely & transfer to normal picking lines
· Arrange stocks for monthly promotions for MT (Main Trade) as per sales division requests & sent it packaging dep’t partially  as availability of normal stocks, with continuously follow up & reached to target on time
· Generate all MPO (Multi Packing) & LOS trip sheets on daily basis, frequently monitoring all pending reports as pending GRV, pending LTO from one to another location, prepare samples WSM etc
· Keep updating about all day to day issues to logistics operations director office & sales director office with current stock details of fresh & near expiry items
· All expiry & damage goods transfer on time to 30 to 92 (spoiled location) regularly against WTR after getting approval from sales & logistics offices
· Regularly coordinate with EDP, Accounts, Credit Control, Sales & Logistics Operations teams
· Provide excellent services to all over in U.A.E & South East Asian market customers
· Generate friendly & smooth working atmosphere 
· Provide solutions on the spot of fast & health supplies
· Giving trainings all the staff on regular interval about staff safety & food hygiene safety
· Check customer complains reached through D/Section or from sales if any, rectify & resolve on time period
· Perform all assigned jobs of HACCP / ISO as a member of HACCP team & try to maintain our working area as defined in HACCP & ISO manuals with healthy manpower strength & safety as defined on SOP’s

· Continuously touch with superiors & give them updates, situation of work & take advice or policy guidelines
· Product Distribution Operations / Delivery Section:
· Assign / schedule appropriate vehicle for respective routes, having the capacity to accommodate the consolidated load for delivery for all invoices having ‘transferred to delivery status’ status
· Supervise delivery section incharge, office staff, drivers and loading team, facilitate weekly staff meetings (for training purpose) especially drivers and assist in regularly scheduled evaluations
· Double check truck number against trip sheet for invoices loaded into truck, for loading accuracy before the truck leaves
· Ensure the trip sheet and invoices are correctly handed over to the respective driver
· Monitor delivery section warehouse and vehicles temperature logs on a weekly basis for verification of the right temperature controls  
· Inspect each truck at completion of routes to verify cleanliness and re-check the truck before loading to ensure hygiene & cleanliness

· Support preventive maintenance on all vehicles and keep documents (food supply permissions/permit) up to date

· Develop and maintain list of equipment and fleet maintenance service records or maintain repairs and maintenance log as required to keep the vehicle up to date to avoid break downs during delivery operations, have back up trucks when the operating truck is on maintenance or having a break down 
· Establish a culture of respect, hard work, consistency and effective communication in drivers and staffs

· Schedule a weekly meeting with driver + team one hour every week to review performance, detail changes and issues on areas to be addressed regarding execution

· Ensure all HSE (ISO) requirements are followed in the assigned dispatch area

· Effectively communicate and practice all company policies

· Ensure all staffs dealing with food have a health certificate obtained and renewed from time to time 
· Delivery Confirmation Desk + Cashier / Delivery Section:
· Scrutinize the invoices for customer acknowledgement and do the “delivery finish” in the WMS 
· In the case of A-class customers, compare the customer’s GRN (Control Sheets) and NTDE invoice
· In case of any discrepancy noticed, inform the filing / delivery in-charge for further actions
· Check document status query report in WMS (daily) and follow-up with delivery section regarding any abnormal delay in deliveries
· Collect cash/cheque from the drivers in respect of cash/cheque on delivery invoices

· In case of short collection, reconcile the variance with relevant GRVs (part delivery/goods returns)
· Deposit cash with main cashier daily basis & get a receipt
· Follow up with salesmen with regard to cash on delivery invoices for which the cash to be collected by them

· Filing Section:
· Manage the document control operations of the NTDE 
· Ensure the documents are filed as per the transaction codes
· Update operations office regarding out dated files which can be destroyed
· Investigate the reasons for fully cancelled invoices with salesmen/delivery staff and note down the same before sending them to EDP for cancellation
· Control and issue of stationeries like NTDE GRV book, invoices, delivery notes, etc
· Arrange for fast retrieval and submission of documents as and when required
· Coordinate with accounts/sales division/operations office with regard to any discrepancy in invoices/customers GRN
· Process any WMS stock adjustments subject to proper approvals

	· Transportation & Consignments / Cargo  Clearance Section:



· Ensure the condition of all delivery and staff transport vehicles 
· Interact with workshop for day to day maintenance of the vehicles
· Control vehicles issues and receipts through the vehicle key management system(GMS)
· Arrange necessary transport to all NTDE staff as required 

· Ensure food transport arrangements from to camp to work sites
· Supervise the assigned warehouse operations
· Day to day interaction with administration department to schedule all container clearance from the port and other places 

· Arrange necessary transportation for the container clearance
· Perform all DP world formalities related to container clearance
· Manage petty cash
· Update the OT details of delivery staff in time online
· Assist the transport in charge in managing vehicle keys 

· PROFESIONAL EXPERIECE:
2. SUPERVISOR OPERATIONS IN STORES DEPARTMENT (LOCAL & IMPORT)
WWW.GATRONOVA.COM
Sr. SUPERVISOR / Jr. ASSISTANT MANAGER IMPORT DEPARTMENT / WAREHOUSING
From April 10th 1999 to May 07th 2007 worked in M/S GATRON (INDUSTRIES) LIMITED – PROJECT TWO (Petro Chemical Plant of Polyester Yarn) in Pakistan H.I.T.E (Asia’s famous Industry)

Having eight + years of experienced in the field of stores & Inventory Control Management System

Proficient in various aspects, of business such as Import & Export interactions

Highly focused & result oriented in supporting complex situations

Able to identify the goals & priorities also resolve issues in initial stages

Manage all the activities of project two related to import section with engineering spare parts of several machineries belongs to polyester yarn spinning, draw twisting, texturising, utilities air handling units, chillers & generation of electricity (power house) with electronics & mechanical spare parts
Dealing in all type of Import goods from all over the world, in Plant, Machineries, Spare Parts (Electronics & Mechanical) of HFO & Gas, Power Generation Engines Linden berg (Germany) Jenbacher (Austria) 5.5 MW Steam Turbine Turbo mach (Switzerland) Centrifugal & Steam Chillers from LG Precold (Korea) Screw & Rotary Compressors from Atlas Cop co AVS (Belgium) Spinning Barmag & Selen Plant (Germany) & (China) Draw Twisting (Germany) Texturising Barmag & Muratec machine (Japan) utilities department Air Handling Units & also machineries & its spares of heavy budgeted from all parts of world

Vast & vide working experience during erecting & expansions of plant modifications worked & co-ordinate with international company’s officials, engineers, directors & other technical staff

Correspond & negotiate with suppliers / vendors local as well as foreign, for obtaining CFR quotation from different sources for comparison of various goods as per requisitions of several dept. Also prices review, wrong & short supplies with strong follow ups

After raising orders to different authorized vendors of the world, then continuously follow up with them, arranged its payments through Head office Accounts dep’t via L/C (letter of credit) or Advanced Payment by Telegraphic Transfer, Cash & Carried also as per vendor requirements
After reached ETA Scheduled or arrival of consignments manage its deliveries, with the help of import department head office & give them plan of off loading on actual locations & distribute effectively jobs to staff or colleges
Continuously touch with several dept such as Import / Purchase / Accounts / Internal Audit / Information & System / H. Keeping / Fire & Safety / Administration / Security / Mechanical / Electrical & other Dept co-ordinate & solve queries & difficulties if any other they point out
Monitoring daily issuance & receiving though various reports
Provide solutions of problems arising from time to time

Control the inventory as per company policy also adjust the stock levels as & when required as market conditions

Control dead stock by continuously monitoring of the inventory then inform to concerned departments & higher management & officials
Improve the information & reporting system by modifying the existing system and designing new formats

Create minutes of meetings also arrange quarterly demo of material management system

Prepared & check PCS (Projected Cost Statements) of all import letters of credits
Check & maintain time to time ISO 9000, 9001:2000, 14001 Records / Documents same as defined in my JD

Continuously improved the existing system

Prepare goods requirement plans of critical & consumable also spare parts

Effectively use the available resources of man, material & machineries    

Coordinate with internal audit department as quarterly scheduled in all departmental spare parts
Rectify all queries reached from several departments from company & from head office Import / Purchase & Accounts departments

Arrange weekly meetings with all related departments on general affairs to provide extreme services from stores

Give training weekly basis to all stores staff about safety & fire hazards as well mentally approach

Regularly touch with QMR / QC departments (Quality Management Representatives / Quality Control) about healthy working environment & maintain standards as defined in SOP of ISO certifications

Perform any other job assigned by the top management

PROFESSIONAL SKILLS:

· Short Courses in M.S Office (Excel, Word, Power Point) etc from Abdullah Haroon Institute, Karachi - Pakistan

· Eight years working experienced on Oracle (SQL) & Java Developer MM System (Material Management System)

· Four years working experienced in warehouse management system & in ERP (Palm)

· Proficient hand working on Internet & its all related things, well versed using in internet and e-mail, browsing of web pages, using search engines, and various things related to internet
· Diploma in Computer Science from NCR, Karachi – Pakistan

· Diploma in Logistics, Supply Chain Logistics with Customer Services, Strategic Management, Finance, Policies & Planning + budgeting from Knowledge Horizon College, Dubai – U.A.E affiliated with ILM institute U.K

· Certification of short training in food safety & all types of significant & non significant hazards from M/S Boeker (Consultant of HACCP & ISO trainings) in Dubai – U.A.E
· Proficient speaking & writing in English, Urdu & Hindi Languages

· Having U.A.E valid license (*3) with 2 years experience

· Knowledge of food safety & about ISO guidelines with interact of Dubai Municipalities rules

· Able to work under pressure

· Negotiation Skills
· Planning, implementing and evaluation skills

· Good Communicator

· Well experienced

ACADEMIC QUALIFICATIONS:
Bachelor of Arts Degree in International Relations passed in 2005 from Karachi University, Pakistan
Intermediate (12th Standard) F.S.C (Science-Pre Medical) from Intermediate Board, Karachi – Pakistan

Metric (10th Standard) (Science-Pre Medical) from Metric Board, Karachi – Pakistan

Master of Arts Degree in International Relations (Level I) passed from Karachi University, Pakistan & now appeared in final level II
REFERENCES:

References will be furnished on demand[image: image4.png]



TARGET INDUSTRIES: Logistics Operations / Distributions / Supply Chain Management / Manager Warehousing / Inventory Control of Engineering Spare Parts / FMCG / Consumables / Petro Chemicals / Shipping / Cargo / Import / Export / Internal Audits Executive / Customer Service Officer








