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Language: English, Swahili
POST:Lead Store keeper / Warehouse / Logistics 
PROFESSIONAL SUMMARY


· A well Organized and detail-oriented Logistics / Store Specialist with excellentauditing skills and warehouse inventory with knowledge of implementing appropriate systems.
CORE SKILLS


· Over 6 years of Logistics / Inventory Control / Warehouse experience.
· Excellent written, oral and interpersonal communication skills

· Extensive knowledge of inventory control system implementation and monitoring

· Good understanding of inventory control policy and Warehouse procedures

· Experienced with training personnel in inventory control procedures

· Able to anticipate inventory needs and submit orders

· Above-average computer application and database tracking and entry skills

· Excellent record-keeping and filing skills

PROFESSIONAL QUALIFICATION



· May 2010



SENIORS DRIVING SCHOOL

· Driving certificate in Class: BCE & forklift operator
· Oct.  2009



NAIROBI AVIATION COLLEGE
Diploma in Clearing and Forwarding

· July 2006– MAY 2008   

NAIROBI TECHNICAL TRAINING INSTITUTE

· Advanced certificate in mechanical engineering (production)
· JAN. 2004-NOV.2004
: 
KENYA POLYTECHNIC UNIVERSITY COLLEGE

· Diploma in computer studies
WORK EXPERIENCE 

NOV 2014- TO DATE
:
MY IT PROVIDER LTD (Kenya)

Post:Warehouse Supervisor (warehouse/shipping)
Duties and responsibility

· Ensuring that the merchandize which is being shipped in or out is done so in a proper manner.

· Maintaining shipping records and handling the paperwork associated with shipping duties.

· Coordinating and preparing consignments by checking quality and quantity, ensuring that there is no damage and making sure that they are labeled properly.
· Helping in warehouse consolidation, packing and marking as well as tracking down shipments on the system throughout work area regions

· Training new workers on the company SOP and also conduct supervisory roles as directed by the management 

· Confirm prior day pick-ups reschedule if necessary and Respond to receiving inquiries, update code vendors; Bill shipments, coordinate trace shipments when required.

·  Coordinate monitor back-hauls via collaboration with local fleet; Verify and validate over, short damaged documentation.

·  Investigating detentions complete supplier incident report; Coordinate same day and demand status pickups

· communicate to inbound planner any action required or collect loss from carrier or supplier; Perform all duties in accordance with accepted current standards and will perform other duties as deemed necessary by management to meet departmental company objectives. 
· Updating and Entering backhand miles stops into database; Assist in outbound freight if transportation department does not have trucks to deliver.
· Working closely with customers, colleagues and third parties to ensure smooth operations to deadlines and inputting inventories.

JAN 2013- JULY 2014
: 
DYNCORP INTERNATIONAL FZ-LLC
Post:Lead Material control /Logistics specialist
Duties and responsibility

· Verification of shipments and preparation of cargo to be shipped to sites around Afghanistan. 

· Ensuring accurate and efficient delivery of material to production and inspection of materials at the warehouse.

· Coordinating ordering processing for inventory products as well as placing orders with suppliers.
· Helping in warehouse consolidation, packing and marking as well as tracking down shipments on the IBS system throughout Afghanistan and other venders

· Managing hazardous material classifications and preparation of related documentation for shipping purposes.(MSDS)
· Reviewing all orders of automotive parts and major customers, track shipment of orders and timely delivery, coordinate shipments from warehouse to customer, and managing documentation.
· Preparing report of all properties/equipment/stocks on hand balance as per the SOP and Maintaining quantity of supplies and monitoring shelf life of a particular items based on receipts or invoices for submission to the accounting head.

· Handling queries from customers, classifying, reviewing and inputting data in the computer terminal according to NSN, manufacturers name, part number/model number and stock number.
· Training new logistics/materials staff, preparing and presenting weekly logistical reports to management team and the military units.
· Communicating to inbound planner any action required or collect loss from carrier or supplier and performing all duties in accordance with accepted current standards necessary by management to meet departmental company objectives. 
DEC.2010-DEC 2012
:
DYNCORP INTERNATIONAL FZ-LLC
Post: LEAD Warehouse / Materials control clerk (SSA)

Duties and responsibility

· Updating computer records and processing materials using SARSS or MAXIMO

· Checking up on incoming turn-in for different customers.

· Ensuring all material is stocked promptly and accurately.

· Verification of shipments and preparation of cargo to be shipped.

· Labeling of materials and Coordinating and assisting in Issuing / receiving materials

· Prepared finished products for shipment or storage by placing materials in inventory or shipping containers.

· Processing class – II-IX (serviceable/unserviceable) and automotive parts 

· Receiving, storing & issuing all Hazardous material for the Multi-SSA and Ensuring that all Hazardous Material is separated according to the Material Hazard Class and maintaining shelf life database for Hazardous materials ensuring that the oldest product is issued first by placing the appropriate information on the Material Release Orders.

· Verified materials or merchandise against received documents and Noted reported discrepancies or damaged materials and Kept careful track of inventory via database systems.
JULY 2008-2010
: FARMER’S CHOICE LTD (KENYA)
(Production and dispatch department)

Post:Material Control specialist 

Duties and responsibility

· Storing and recording Staff time sheets, Purchase orders, Shift duty data, Job cards and Petty cash documents.

· Updating computer records of Job Cards to facilitate Job Card processing.

· Ensuring accurate and efficient delivery of material to production and inspection of materials at the ware house.

· Inspecting, tallying documents cargo and utilizing both manual and automated data processing systems, maintained records and provided traceability of documentation through the company accounting or tracking system. 

· Updated and controlled the supply reference documents and Maintained plant-property accountability records.

· Maintaining and examining related profiles documents to manufacturing and other production operating departments..

· Ensuring all material is stocked promptly and accurately and Sorting and distributing work tickets or material to workers.

· Typing of sites documents, and followed up of all the organizations needs

· Maintain the documents and drawings in the Document Control office under safe custody without any damage or deterioration with easy traceability.

· Maintaining the files and control logs as required by the project managements.

JAN.2005 – JUNE 2006:
HENKEL (K) LTD

POST: Cargodocument specialist/ production data control clerk

Duties and Responsibilities

· Entering streams of data/information into various existing programs.

· Maintenance of production documents in a filing system. 

· Working  in inventory management monitoring production quantities and performing cycle counting tasks on the production department

· Entering streams of data/information into various existing programs.

· Dispatching all documents within engineering and production department e.g. job cards, internal correspondences, mail.
EDUCATIONAL BACKGROUND



· 2000 – 2003 


:
ICHAGAKI SECONDARY SCHOOL

· Kenya Certificate of Secondary Education (K.C.S.E)

· 1992 – 1999 


:
FIRST KENYAN EVANGEL ACADEMY

· Kenya Certificate of Primary Education (K.C.P.E)

SPECIAL TRAINING/ ACHIEVEMENTS


· 298th combat sustainment support battalion award of excellence

· 365th combat support awards 2012

· SSA excellence awards 2011

· Special Forces excellence awards 2011-2012

· Log fire awards 2011

· Can operate heavy equipment such as sky track, forklifts (6K, 8K, 9K & 10K)
· OSHA Training & 24hour Hazardous waste operations & emergency response (HAZWOPER )

· Attained container inspection certificate (Intermodal Container Inspection)
· Knowledge in use of spreadsheets, database, word processing and selected job specific software.
· Can keep clear and accurate records and reports and rapidly input data and retrieve records and information.
· I have Ability to organize work load and to manage a filing methods and management techniques with Good Communication skills.

