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Objective:

To join a challenging organization supporting me in Logistics &Warehouse in – Charge, with total Quality management, Coordination and administration especially in a people-oriented organization where there is a need to assure broad cooperative effort through the use sound planning in inventory management, strong administration skills of persuasion to achieve goals in logistic & warehouse control / inventory. 

Summary:

· graduate professional in Commerce with Business ethics of SEVEN years experience with National Flour Mill CO. [Al Ghurair Foods division – Dubai (confidential) in Logistic Coordinator IMS & HACCP, Inventory Control, Material Control, Oracle Management, holding the position of Logistics &Warehouse in – Charge with a team of immediate subordinates 

· Supporting the Operations Director in administration and logistic coordination required for project initiation, operation and close-out. Requesting project profiling, including any prep work such as scope statements (eventually profiling will occur as part of demand management idea assessments the project process) between HO & Site Office for position Logistic Coordinator.
Work Experience:

· Aug 1998 – Oct 2000, As Sales Representative with TOREET Trading EST, Dubai

· Dec 2000 – Dec 2001, As Sales Representative with FLING Dragon EST, Dubai 
· Jan 2001 – Aug 2007, As Logistics &Warehouse in – Charge with 

      National Flour Mill CO.  [Al Ghurair Foods division – Dubai – Jebel Ali] 

· Aug 2007 – Nov 2009 , As Logistic Coordinator with TAMEER HOLDING INVESTMENT For Dubai Site  &  Ajman Site (Al Ameera Village)  & Umm Al Quwain Site ( Al Salam City)
· Dec 2009  Jun 2013  As Team  Site Manager with  PANCROP GROUP  in Sudan for International Organizations ( United Nations Site & U.S. Embassy Site)

·  Sep 2013 – Feb  2015 as warehouses supervisor  With Al Rawabi Development -Taba agricultural (Foreign investment company)  
Areas of Experience 
· Accomplishes warehouse objectives by selecting, orienting, training, assigning, scheduling, coaching, counseling, and Cooperation with the  employees; communicating job expectations; planning, monitoring, appraising job contributions; recommending compensation actions; adhering to policies and procedures.

· Meets warehouse operational standards by contributing warehouse information to strategic plans and reviews; implementing production, productivity, quality, and customer-service standards; resolving problems; identifying warehouse system improvements.

· Meets warehouse financial standards by providing annual budget information; monitoring expenditures; identifying variances; implementing corrective actions.

· Moves inventory by scheduling materials to be moved to and from warehouse; coordinating inventory transfers with related departments.

· Delivers supplies and equipment to departments by receiving and transferring items.

· Maintains storage area by organizing floor space; adhering to storage design principles; recommending improvements.

· Maintains inventory by conducting monthly physical counts; reconciling variances; inputting data.

· Secures warehouse by turning alarms on; testing systems.

· Keeps equipment operating by enforcing operating instructions; troubleshooting breakdowns; requiring preventive maintenance; calling for repairs.

· Updates job knowledge by participating in educational opportunities; reading technical publications.

· Accomplishes warehouse and organization mission by completing related results as needed.
· Maintains receiving, warehousing, and distribution operations by initiating, coordinating, and enforcing program, operational, and personnel policies and procedures.

· Complies with federal, state, and local warehousing, material handling, and shipping requirements by studying existing and new legislation; enforcing adherence to requirements; advising management on needed actions.

· Safeguards warehouse operations and contents by establishing and monitoring security procedures and protocols.

· Controls inventory levels by conducting physical counts; reconciling with data storage system.

· Maintains physical condition of warehouse by planning and implementing new design layouts; inspecting equipment; issuing work orders for repair and requisitions for replacement.

· Achieves financial objectives by preparing an annual budget; scheduling expenditures; analyzing variances; initiating corrective actions.

· Completes warehouse operational requirements by scheduling and assigning employees; following up on work results.

· Maintains warehouse staff by recruiting, selecting, orienting, and training employees.

· Maintains warehouse staff job results by coaching, counseling, and disciplining employees; planning, monitoring, and appraising job results.

· Maintains professional and technical knowledge by attending educational workshops; reviewing professional publications; establishing personal networks; participating in professional societies.

· Contributes to team effort by accomplishing related results as needed.

· Ensure workplace health and safety requirements are met and take responsibility for the security of the building.

Areas of Experience:     
· Cooperation between the main Office and the, United Nations site and the U.S. Embassy site

· recruiting and training permanent and casual staff;

· organising, leading and motivating the catering team;

· planning menus in consultation with chefs;

· ensuring health and safety regulations are strictly observed;

· budgeting and establishing financial targets and forecasts;

· monitoring the quality of the product and service provided;

· keeping financial and administrative records;

· managing the payroll and monitoring spending levels;

· maintaining stock levels and ordering new supplies as required;

· interacting with customers if involved with 'front of house' work;

 Liaising with suppliers and clients;

· Negotiating contracts with customers (in contract catering).

 In more senior posts, principal tasks will involve:

· setting and agreeing budgets;

· monitoring quality standards;

· overseeing the management of facilities, e.g. checking event bookings and allocation of resources/staff;

· dealing with staffing and client issues;

· Keeping abreast of trends and developments in the industry such as menus, trends in consumer tastes and management issues.

· Assist in warehousing activities to ensure optimum utilization of pallet space in the Automated Storage & Retrieval System (ASRS) warehouse 

· Monitor and & ensure smooth operational flow for the receiving, storage and despatch of raw materials, finished goods and packaging materials 

· Monitor, control and ensure right inventory data captured and keyed into the ERP system (Navision) to generate various daily and monthly reports 

· Work closely with Production & Quality Assurance Departments to ensure deliverance to customers worldwide; 

· Participate in inventory checks and audits 

             Manage high level of cleanliness and order in the warehouse

	
	
	


Corporate Profile:       
Al Ghurair Food based in Dubai Having ISO 9001, ISO 14001,IMS &HACCP  Certified organization is a part of Abdullah Al Ghurair Group of Companies the owner of [ BUSTAN & JENAN ] Brand of products, a multi billion- dollar turnover company . A large scale of production and trading organization, which has grain, silos capacity to store 240,000 Mts. Engaged in processing / Manufacturing of Wheat Flour, Rice ,Semolina, Maize Products, Barley, Animal Feed, Edible Oil, Soya Beans Oil, Pasta and Noodles from Nine Factories with overseas Mill / Branches in Pakistan, Sudan, Algeria, Lebanon and Srilanka

Areas of Experience: 
· Material control & management, inventory management, on time delivery order management, Integrated Management Systems (IMS), & HACCP  

· To coordinator with the supplier for high quality of product with best price for the company.

· Good management & coordination with the  people in [ Administration  Section]

Experience Achievement:

· Assisted subordinates and supervisors in identifying and resolving problems.

· Responsible for improving delivery timelines, supplier quality & delivery schedule

· Developed customer / sales relations by constantly achieving on time delivery which results in customer continuity &brining more sales to the business.

· Extensive coordination with third party warehouses & Warehouse Manager.

· Excellent background in managing inventory problems.

· Through knowledge & complexity in CBM Measurements of large variety of finished products loading in Trailers and Containers.

· Handled an average of 75 Trucks / Containers per day for different type of finished products to various export customers. 

· Efficiently handled transport for loading and unloading activities for the order.

· Distribution with the knowledge of UAE [law]the roads restrictions 

· Maintain re-order level & coordinate with Production Managers / supervisors for fast moving items for contract buyers.

· To advise the Customer / Logistic Manager / Plants Mangers any expected changes in the Dispatch plan and or inventory issues to take immediate action to advise the business.

· Receiving & issuing the delivery order for all the materials 

· Insures proper documentation, including transit documents and customs clearances, exists for shipments. Ensure documentation is accurately processed, distributed and released to carrier, forwarders, customers and agents in a timely manner.

·  Prepare all necessary data entry and confirmation of key milestones (departure, arrival, customs clearance,) as specified by Customer Standard Operating Procedures.

· Maintain courteous, prompt and efficient customer relations.

· Oversee and complete accurate billing to clients based on pricing established with the clients while ensuring accurate costs and profits are maintained.

· Plans and schedules appropriate modes of transportation based on daily needs. Schedules the appropriate service line for the situation (across all modes and all trade lanes) to maintain a cost effective balance between customer service and cost of shipment.

· Works closely with client’s representative to ensure service satisfaction. Analyzes service failures/ issues and implements performance processes to enhance future service delivery.

· Ensures any company policy, systems, and industry related training is delivered to all direct reports as needed.

· Leads core team responsible for meeting the following needs of clients assigned to the group.

· Develops standardized process for clients assigned to group including SOP, KPIs, Report requirements, system’s needs, and compliance requirements. Liaisons with other support groups to ensure processes are established. Provides training and handoff to team to ensure they are properly servicing customers based on established requirements.

· Responsible for resolving all internal and external client customer service issues in a cost effective and expeditious manner. Works closely with client’s representatives to ensure service satisfaction. Analyzes service failures/issues and implements performance improvement processes to enhance future service delivery

· To coordinate with buyers for the finished products order and advise them to issue the LPO and monitor the receivables of the stocks.
· Follow up with to co-coordinator- Planning and Plants Mangers for weekly delivery plan 
· To follow up with production department for finished products, products material date of production and fine tune the delivery schedule to my records and plan the order for dispatch and advise buyer & our time team if it is a bulk order to be dispatched by trailers or container. [Sea- Land].
· Consolidate and cumulative reports issued on weekly & monthly basis showing the details of dispatch QTY in Mts and by SKU wise and product wise.
· Guiding the packing and loading subordinates regarding each dispatch and procedures on material handling.
· Raising dispatch invoices and confirms delivery order for the dispatch goods.
· Ensuring that all the inventory movements being recorded online at various receipt, issue and production points and reflection of accurate cost of inventory movements in both inventory ledger modules and in computerized inventory control system (OPM) Oracle Process Management inventory system.
· Inspection of interim and year end stock taking and advise the accounts about in stock position.
· Involved in purchase of the business requirements.
· Chose the best quotation for the business.
· Send a report to the logistic manager / Plants Managers.
Job Context:

· Job holder is a key member of the production team and needs to work effectively with the millings team, plants managers, security personnel, customer service, IT personnel to address issue related to oracle system in order to maintain agreed procedures and deriver in order to ensure the proper implementation of the deliver plan in order to meet target

· Job holder we work in an environment, which is open to elements during the periods of high demand or big orders.

· Job holder to work continuously for many weeks without any day off in order to meet the [supply + buyer] targets.

· Job holder has to work on the computer in order to update and maintain ERB and other date.

· Job holder to be ready for any order in any time [with your team]

· Job holders to be control the drivers with the trucks or cars + [the maintenance]. 

Corporate Profile:  

Tameer Holding Investment Established in 1991 Tameer was at first an organization that conducted a variety of business activities across a broad spectrum of fields and in 1997 the firm added real estate to its portfolio of services. In 2005 Tameer Holding Investments formed a partnership with Al Rajhi Investment Group in Saudi Arabia, helping them to develop a collection of ground breaking developments that has raised the firm's investment portfolio in the market to exceed the AED 40 billion mark. With construction projects that have a gross value of USD 11 billion the Tameer brand has now become synonymous with style, elegance and innovation. With a selection of property.

Areas of Experience:   

· Maintain safeguards of confidential company information.

· All the needed site office from the purchases.

· Enter data into the system database, generate reports, and perform mail merges
· Process registration payments and submit weekly reports to accounting

· Create folder labels as requested

· Complete accurate timesheets by set deadline
· Document Controller 
· Assist in the management of all outgoing documents in particular the issuing of reports/drawings ensuring the company’s document control/filing procedures have been followed

· Ensure that Health & Safety is embedded into all work practices in line with company policies
· Conduct cost comparison research for supplies

· Assist in generation and update of rooming lists 

· Work with clients to develop meeting materials as necessary

· Arrange transport for sponsored attendees visit the sites.

· Process bills from vendors as necessary order necessary supplies

· Maintain an invoice reconciliation spreadsheet tracking all contract ‘other direct costs’ 

· Coordinate between Head Office and Sites Offices

· Assist other staff in the identification and development of underwriting / for the site.

· Monitor, report, manage and continuously improve supplier performance to ensure that appropriate supplier agreements and relationships have good supplier matrix embedded within them

· Monitoring the project's daily progress and issues.

· Liaising with service providers and internal/ external suppliers

· Supporting the Operations Director in administration and logistic coordination required for project initiation, operation and close-out.

· Ability to monitor progress and status of deliverables and communicate appropriately 

· Ability to capture status updates using the appropriate tools 

· Ability to communicate impact of status changes to overall project plan/progress

· Create and process forms for registration, evaluations, invoices, and other forms as needed

· Create &issue all the LPO for the supplier. 

· Conduct cost comparison research for supplies
· Create, duplicate, and assemble review materials, including name badges, tent cards, signs, packets, and other materials as requested by site office

· Correspond with clients and attendees via phone, email, fax, and U.A.E Mail 

· Assist in generation and update of rooming lists 

· Prepare logistical and confirmation letters for clients, attendees, 

· Work with clients to develop meeting materials as necessary.

· Follow up weekly cars reports for Engineering staff & office car (booking, services, maintenances, rents, elc.).

· Purchase Personal Protective Equipment for site staff.

· Handles all requirements for site office (office furniture’s, stationary, Kitchen Items .elc.)

· Handles power Diesel for generators for site office & site constrictions (make maintenances, monthly reports for generators.

· Supply water for irrigations & agrarianism & Site contractions. 

· Supervise security guard in site office & site constructions.

· Other duties and special projects as requested

· Other duties as assigned
Academic Qualification:

· 1993 – 1996 Sudan University of Science & Technology     

      SUDAN
                                Diploma in Commerce [Banking] 

· Sep 1997 – University of Juba – Computer Studies Center 

      SUDAN 
  

  Diploma in Automated Information System 

· Certificates in Media First Aid, FIRE Fighting &Prevention Courses [2005]            UAE
· Oracle Process Management [OPM] 
                                              [ 2004]
   UAE


Computer Literacy:

                                      Windows 98, 2000, XP & Windows Vista. +NT.

· Mailing System:
· Lotus Notes Release 5, Internet & Internet Mailing System, Right Fax Utility, Microsoft Outlook Express, Oracle.
· Software Application:

· Sound knowledge of 1-ORACLE 11i application + Citrix GEMS application 

          Ms Word, Ms Excel, Ms Power Point, Ms Front Page 

Other Skills:

                           Valid UAE & Sudan Light Duty Driving License.

Languages:

Sound knowledge of English written and spoken, Arabic

Personal Information:

Date of Birth:
01- JAN-1975

Married:     (3 Children) 
