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PERSONAL STATEMENT
Reliable, trustworthy and conscious logistic clerk and Supply officer, who are able to multi-task, handle pressure, work as part of a team and most importantly inspire workers to work hard for the growth of the company. With infectious enthusiasm and an inspirational style, he has used his extensive experience of the export and import to develop superb organizational problem-solving and sales skills. He is an exceptional person who can explore new territories and push existing limits in the supply chain of the firm. Now looking forward to make a significant contribution in an ambitious and exciting company, which offers a genuine opportunity for progression, where he can utilize his skills and experience to give a satisfactory service by exceeding works' expectations while maintaining target achievements.
PERSONAL:
· Enjoy clerical and administrative activities 
· Good planning and numeracy skills 
· A methodical approach to work 
· Good communication skills 
· Aptitude for working with computer systems 
· Able to pay attention to detail. 
CAREER HISTORY
United Kaipara Daries Co Psc.Dubai, UAE
Logistic Clerk >>> September 2013 - Present
Duties:
· Requisition supplies from stock and send orders to production departments and other firms 
· Confirm completion of orders and compliance with specified details 
· Receive and check purchase requests against inventory records and stock on hand 
· Examine orders and compile data for production schedules 
· Check inventories and prepare delivery schedules 
· Investigate and identify supply sources, and prepare and process purchase orders 
· Count incoming stock and reconcile it with requisitions 
· Update inventory and stock location records. 
City Sport Wear Llc – Yaoundé Cameroon
Logistic Supply officer>>> March 2011 – April 2013
Duties:
· Prepare purchase orders 
· Receive, store and issue goods 
· Manage stock levels and distribute supplies from stock 
· Maintain stock records using manual or computerized systems 
· Prepare inventories 
· Be responsible for, and check supply invoices against purchase orders 
· Prepare reports on adjustments to inventories, spoilt or damaged Stock and changes in stock location 
· Find sources of supply and obtain quotes from suppliers 
· Price incoming goods, estimate the cost of requisitions or value of stock and store articles 
· Coordinate purchasing, warehousing and inventory functions 
· Get rid of surplus assets and obsolete stock. 
SOCOMAG SARL Retail Store Cameroon
Sales Assistant >>> September 2009-March 2011
	Duties:
	
	
	
	

	
	Serving customers at the sales counter.
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	
	Maximizing store revenue by suggesting upgrades, insurance and add-ons
	

	
	
	

	
	to customers
	
	
	

	
	Make sure any item whichis removed from a display column is replaced
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	immediately after a sale.
	
	
	

	
	Handling customer complaints in a calm manner in accordance with the
	

	
	
	

	
	‘LEAP’ formula
	
	
	

	
	Manage  cash  and  payment
	systems  in  accordance  with  company
	

	
	
	
	

	
	procedures and policies.
	
	
	


ACADEMIC QUALIFICATION
· 2010-2011: Trustech Institute of Technology Buea,Cameroon (Advance Diploma in Information Technology) 
· 2009-2012: University of Buea,Cameroon (Bachelor degree) 
· 2008-2009: Government Bilingual High School (A, Level Certificate) 
· 2003-2008: Government Bilingual High School (O, Level Certificate) 
Language proficiency
English & French (Read, write and Speak fluently)

Personal interests
Football | Traveling | Reading | Shopping
