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Date of Birth
: 24th June 1983
Nationality
: Jordanian
Marital Status   : Married
ADMINISTRATION  HUMAN RESOURCES  LOGISTICS__________
An energetic, self-motivated and hardworking Administration Manager with 8 years experience in all aspects of Logistics, HR and Administrative Management in various countries in the GCC Region. Proven leadership skills, including managing and motivating staff and colleagues to achieve company objectives. An effective communicator at all levels within an organization, using exceptional language skills in spoken and written Arabic and English in collaborating with staff and clients of multicultural backgrounds. Holder of a Bachelor’s degree in Finance and Banking Sciences which contributes to having good problem solving and analytical skills.
AREAS OF EXPERTISE___________________________________
	 Payroll Processing & Management
	 Executive Office Management & Support

	
	Purchasing & Inventory
	
	Client Relations Management

	
	Training & Development
	
	Administrative Staff Supervision

	
	Microsoft Office Proficiency
	 Confidential Correspondence & Data

	 Proposal, Quotation & Invoicing
	 Executive Travel & Itinerary Arrangements

	 Recruitment & Staff Processing
	 Budget & Expense Management


PROFESSIONAL EXPERIENCE______________________________
May 2014 – Present
High Level Logistics L.L.C – UAE (Dubai)
Logistics Manager
· Direct distribution center operation to ensure achievement of cost, productivity, accuracy, or timeliness objectives. 
· Negotiate transportation rates or services and communicate freight transportation information to customers or suppliers. 
· Ensure carrier compliance with company policies or procedures for product transit or delivery. 
· Collaborate with other departments to integrate logistics with business systems or processes, such as order management, accounting, or shipping. 
· Analyze the financial impact of proposed logistics changes, such as routing, shipping modes, or carriers. 
· Direct inbound or outbound logistics operations, such as transportation or warehouse activities, safety performance, or logistics quality management. 
· Resolve problems concerning transportation, logistics systems, imports or exports, or customer issues. 
March 2012 – April 2014,
WALLTECH L.L.C – UAE (Dubai)
Logistics and Administration Manager
· Responsible for the efficient administrative operations on a daily basis providing support for staff from all levels. 
· Ensure the proper management of the budget, petty cash, expenses. 
· Management of Payroll System and timely reporting of monthly payroll information to Finance department. 
· Direct the recruitment process, training and smooth transition of new employees. 
· Handling all company related visas, subsequent issuance and cancelation. 
· Approving invoices, obtaining inquiries, negotiating price, quality and delivery. 
· In conjunction with the IT department, ensures that all telecommunication equipment is in place, in full working order, meeting the needs of the Staff. 
· Responsible for executive travel and itinerary arrangements for staff and visitors, including visas, ticket and hotel bookings. 
· Liaises with relevant parties to ensure all fire safety equipment is in place, checked and tested in accordance with the contract. 
· Successfully assisted in the project completion of the Al Jawhara Tower Project in KSA (Jeddah) from July 2012 – May 2013 by organizing and coordinating information and requirements; planning, arranging, meeting schedules and monitoring results. 
· Arranged the shipping of certain vital machines and equipment necessary for the project from Dubai, UAE to Jeddah, KSA. In addition assured of its availability and efficient functioning on site. 
· Facilitated the visa approval and processing of staff from Dubai, UAE to Jeddah, KSA as well as arranging the contracts for apartments and ensuring provision of staff housing facilities. 
· Maintained a smooth operation among Dubai and KSA branches by documenting, communicating and arranging site offices necessary for setting up the site. 
· Ensuring that the project conforms to health and safety requirements. 
· Have created a team work effort environment which resulted in faster progress and delivering the job to client with full satisfactory and accuracy. 
PROFESSIONAL HISTORY________________________________
	POSITION
	COMPANY
	DATE

	Logistics Officer
	Denholm Yam Steel Factory L.L.C – UAE
	May 2011 –

	
	
	March 2012

	Logistics Supervisor
	ATHENA S.A – UAE
	November 2008 –

	
	
	November 2010

	Logistics Coordinator
	Sika Gulf B.S.C. (c) – Kingdom of Bahrain
	July 2006  –

	
	
	October 2008



EDUCATION AND SKILLS_________________________________
	
	2002-2005
	Yarmouk University (Irbid / Jordan)

	
	
	Bachelor's degree in Finance and Banking Sciences.

	
	1999-2001
	Ajloun Secondary High School (Ajloun / Jordan)

	
	
	High School Degree


· Microsoft Office Proficiency 
· Language proficient in spoken and written English & Arabic 
· Valid UAE Driving License 
