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SUMMARY:
A target focused, commercially aware and highly motivated Logistics Professional who has a natural affinity for change and an engaging management style. Equipped with Health and Safety trainings and certifications, I have a track record of utilizing fleet and driver resources to deliver promises in the most cost efficient way, Adding to this is the fact that as a superb communicator I am capable to work closely with other colleagues to explore potential opportunities for cost reduction, I have a comprehensive understandings of Logistics methodology, Orders management, warehouse activities, Inventory control as well as import & export, I am now looking to be part of something special and wants to work for a dynamic and fast paced company that provides unequaled career opportunities.

SPECIALITIES:

Business Administration



Logistics & distribution Planning



Document Controlling



Office Management

Warehouse Management



Procurement Dry & Frozen
Negotiation on pricing



Effective documentation skills.
Cost review




Road, Air & Barge freight

Stock Management



Inventory Management

Workload forecasting



Petty cash database
Program & Project Implementations

People management, team building. 
Quality Control
Supply Chain Solutions & Logistics Administrator
July 2011 – Feb 2015 United Nations Mission in Abyei Sudan
Hands on experience in Supervising, Administration in Logistics, Document controlling, Materials management, Inventory management, Online procurement, Supply chain management, Manpower management, Procurement and Stock controls, Contracts and service management, Receiving goods under strict verification, FIFO, FEFO and LIFO management, Stock take, Store Keeping, Marketing Plans, Promotions, Keeping up to date market information, Achieve required target, Excellent communication skills, Leadership style, Motivational techniques, Documentation and Reporting. 
Handling Transportation INBOUND and OUTBOUND containers, arranging containers as per the delivery plan for 36 contingents (22,000) strength. 
And weekly container inventory report to PM.

Duties:

· Responsible for receiving and processing customer’s Bulk food orders, inserting individual requisitions into the system, prepare authorization requests and follow on customer orders.

· To provide the Warehouse Manager with the receipt list of received containers for verification of the quantities.

· Assist and prepare insurance claims as per ES-KO claim procedures set put in the Quality Manual.

· To monitor any shelf life and expiry date of the product in the warehouse and instruct warehouse Manager for slow moving items and close expiry dates

· Responsible for inserting actual quantities found in warehouse following the physical inventory check and reporting any discrepancy to the Operation Manager

· Responsible for reconciling of returnable items and produce reports as per established schedule

· Prepare stock reports obtain necessary approvals and prices of the weekly stock adjustments

· Ensure all deliveries are processed on time and in accordance with initial requests.

· Responsible to prepare, collect and verify all incoming and outgoing Invoices from local suppliers, checking goods and prices ensuring that the quantities are as per the receipt

· Responsible to provide support when required for all operations in the UNISFA  mission as designated by Project Manager
· Responsible for travel arrangements for International staff through UN Movecon department, and International flights through Dubai Log-Ram Office, apply for MOP / Visa / UN IDs / Visa renewals etc.  
Rations Administrator
ES-KO International Inc. HQ Monaco
June 2007 – June 2011 United Nations Mission in South Sudan (UNMISS)
· Food Supply Chain / Logistics Administration
· Worked closely with Project Manager to ensure that the project is supported administratively and raises any identifies issues and/or risks.
· Control Ration, Food Supplies, Goods In and Goods Out

· Warehouse Management
· Procurement of FF&V, Dry and Frozen items.
· Preparing Local Purchase Orders

· Receiving Food orders from United Nations Ration Unit, process in excel and insert them in Oracle ERP system called WHONE

· Prepare pick List and Delivery Notes as per the weekly delivery schedule

· Request for substitutions request to UN if any shortages or damages received for the weekly deliveries.

· Preparing weekly Invoices after the deliveries and reconciliation reports.

· Prepare month end financial verifications, Petty cash statements, cash counts and related reports

· Prepare Monthly Stock verifications reports after taking Inventory and discrepancies reports if any.
· Oracle ERP Handling
· Stock Management Operation
· Financial Operation in ERP
· Implementation of ERP System in Remote Areas
· Providing Training on WMS
· Deployment in Remote Locations
· Improve Inventory management System.
· Receive Orders and synchronize with MONACO (Head Office) on Monthly basis.
· Make Reports about STOCK PM, APL, KPI, TRANSPORT.
· Communicate with UN high officials, keeping the Quality up to the Standard of UN requirements.
· Technical IT Skills, SQL Database, Oracle, ERP, Installed and configured the database server (SQL Server 2005).
Office Administrator / EDP

Tristar Group co. OIL & GAS (UNMISS)
2006 – 2007
· Worked closely with Project Manager to ensure that the project is supported administratively and raises any identifies issues and/or risks.

· Preparing Local Purchase Orders

· Receiving requisitions from United Nations Ration Unit, process in excel and issue Invoices for the consignments.

· Preparing weekly Invoices after the deliveries and reconciliation reports.

· Prepare month end financial verifications, Petty cash statements, cash counts and related reports

· Prepare Monthly Stock verifications reports after taking Inventory and discrepancies reports if any.
· Stock Management Operation

· Financial Operation in ERP

· Implementation of ERP System in Remote Areas

· Deployment in Remote Locations

· Improve Inventory management System.
· Technical IT Skills, Microsoft Office, Word, Excel, Adobe Photoshop.
Office Administrator / Front Desk Officer
Tianshi International Inc.
2004 – 2006

· Preparing Down line status for each member of the company and for marketing executives

· Develop relations with customers regarding output and products

· Complete assistance to the Project Manager regarding Office and customers.

· Food supplements product knowledge base marketing on telephone,

· Attend phone calls from customer in a convincing manner for the memberships.

· Plan day to day office and maintain good relations with staff and members.

· Arrange meetings and trainings for new members

· Create access for the new members in company’s database

· Receiving requisitions from members, process in excel and send requests to head office for the supply.

· Prepare month end financial verifications, Petty cash statements, cash counts and related reports

ACADEMIC QUALIFICATION

· B.C.S




Comsats Institute of Information Technology (Transcripts only)
· I.COM, in 1996

 

Al-Hajvery College of Commerce and Business Administration
· S.S.C, in 1993



Lahore Board
TRAINING COURSES
· ES-KO Training: 2007,2009,2011,2014

· HACCP

· Food safety and Hygiene.

· Fire prevention.

· First Aid.

· Introduction to Health & Safety.

· MHE Instruction and certification.

· Personal Protection Equipment (PPE).

· Tool Box Training

· Whone (Warehouse Management System)

COMPUTER LITERACY
· Oracle 9i, 11i

· Oracle ERP, E-Business Suite, OBIEE,

· Database Management System in windows Linux etc.

· Office Automation.

· MS Office 97, MS Office 2000, MS Office XP, etc  
· MS Windows2000, MS Windows XP, Novel Netware, UNIX System.
· Installation of all Operating Systems, Software, ERP, Business software 
· Networking using Novel Netware, windows NT, 2000 and XP OS. 
· Networking by Using Hub, Switch etc.
· Graphics Designing in Adobe Photoshop, Coral draw, Illustrator and related software
PERSONAL PROFILE

· Date of Birth



May 25, 1978
· Nationality



Pakistani

· Marital status



Married 
· Driving License 
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