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CAREER SUMMARY

Over 16 years of Professional experience as a Logistics Specialist in YANSAB - Yanbu Petrochemical Company, Executive Shipping Representative Solid Marine in SABIC-HQ Riyadh, Document Controller Research and Technology SABIC Riyadh, Document Controller /Secretary in JANA – Jubail, A former Bank Employee / Sales Executive in my country.
TYPES OF PROJECT

JANA Petrochemical Company joint venture with NAMA

Research & Technology (R&T) SABIC Affiliate Riyadh

SOLID MARINE LOGISTICS –RIYADH HQ

(YANSAB) Yanbu National Petrochemical Company 
Skills / Qualifications

Strong database and communication skills.
Utilizing a range of office software, including email, spreadsheets and databases.
Ability to evaluate, prioritize, organize and delegate work schedules.
Computer Literate MS Word, Excel, Power Point, knowledge of Portal, PWIMS software, knowledge SSRS portal, SAP ERP User, and SAP ESS
Maintain the Company’s Technical Library of national and international standards, periodicals, textbooks, vendor data etc. to meet operational requirements as required.
EXPERIENCE
LOGISTICS SPECIALIST – Yanbu National Petrochemical Company YANSAB - Saudi Arabia
Feb 20, 2012  – present
• To Coordinate Final Documentation progress meeting with Client to achieve target on required timeframe as per contract requirement.
· Review monthly production plan to ensure that orders ETA are in line with the plan.

· Review pending order list and take measures to dispatch on time.

· Report high inventory immediately to supervisor

· Assist to finance in month end closing

· Prepare daily/weekly/ monthly logistics report

· Prepare daily pending order report

· Prepare on time delivery report

· Report inventory ageing status to supervisor on a regular basis

· Carry out physical inventory count on regular basis to ensure that it matches with book stock (SAP). Report any deviation to the supervisor immediately.

· Arrange dispatches on FIRST IN FIRST OUT  (FIFO) basis

· Reserve product for sales order

• Provide corresponding Shop-drawings for Steel Structures & Architectural, MEP flow diagrams & instrumentation for company standards procedures.

• Prepares & review all drawings that subcontractor submitted, make necessary comments & take actions to submit to Corps of Engineers in the Airbase project.

• Communicating with the contractor to handle situations pertaining to documentation issues and providing solution based on the company’s procedures.

• Providing a policy framework to guide in the management of their records and use of the company’s records system

• Maintaining an accurate filing system and uploading all incoming and outgoing correspondence on the system.

• Responding to internal and/or external information inquiries.

• Coordinate with the field Engineers & Foremen for whatever Drawings or manuals essential in the construction

• Initiates and maintains Filing system (for Correspondence, Material Submittals & Drawing’s

• Prepare routine correspondence, standards forms & operating procedures, work instructions, method statements, training presentation materials & similar documentations for Technical & QA/QC departments.

• Produces and maintains Master List of Drawings & Material Submittals Data entry of records for all incoming letters, reports, forms and other miscellaneous items through computer, reproducing copies for distributors and control systematic filing.

• Over all in charge in monitoring and updating all issue from different department such as Planning department in submitting monthly report, expeditor for vendors issue and material matters, engineering for reviewing the submittals, vendors for chasing the required date of commented submittals

• Reporting the status of all incoming submittals such as vendor documents from different contractor, supplier and vendor

• To ensure of controlled documents registers; ensuring deliverables for each discipline are kept up to date.

• Ensure that documents are circulated and close out on a timely manner

• Supervise Document Controller in order to ensure that all task given are completed on required timeframe.

• Monitoring tracking system prepared by Document Control Coordinator, expediting metrics and mechanism.

• Reporting directly with Document Control Coordinator to ensure that activities are in order, proper coordination and good control.

• Gathers, compiles and maintains all project information: schedules, timelines, data requests, assignments/tasks, and project meetings using project tracking and scheduling tools..

• Prepare reports, presentations, marketing plans, organizational charts and any correspondence deemed necessary for the management team to achieve overall performance targets.

• Maintain an overall resource plan for the departments engineering staff.

ECUTIVE SHIPPING REPRESENTATIVE – Saudi Basic Industries Corporation SABIC-HQ Saudi Arabia Riyadh
JAN 2009 – FEB 18, 2012
• Assist the activities of the turnover and document control group, document control clerk, and data input.
· Monitor the daily shipment advice from different shipping line company

· Coordinate to all shipping line company 

· Coordinate to different SABIC affiliate for posting GI/GR

· Closing all order from different affiliate

• Assist Turnover Coordinator to ensure that the turnover processes as required and contract deliverables are supplied on schedule and client interface.

• Prepare audit schedule and plan under guidance of Turnover Coordinator and support, both internally and externally to the turnover and document control group.

• Assists in preparation of group staffing plan, recruitment, training and development     Maintain all document control records and overall document control department.

• Assist to Turnover Coordinator to ensures that there is an efficient system in place for exchange of turnover information between the quality control, quality assurance leads, discipline coordinators, field engineers or technical coordinators, QC inspectors, data input, and document control.

• Work in close cooperation with Document Control team and QC team to assemble the turnover packages.

• Follow up with the Quality Assurance (QA) and Quality Control (QC) team to get all required documents required to assemble the turnover packages.

• Understand well the turnover procedure lay out by client & Flint Technical Services Team and helps to facilitate a smooth transaction of engineering/construction documents into the project and construction generated turnover documents back out to the client.

• Providing completion status of commissioning dossier procedures and involved in the handover of documentation, commissioning dossiers to client

• Proper monitoring of walkthrough schedules in the system for efficient and effective communication and coordination with the clients and engineers

• Correspondence between client and company with the project management team generated by company and contractor to be stored in the Document management system

• Receive and issue tracking and monitoring of documents using standard documents management program to register documents maintain database and procedure logs transmittal and other reports required
SR. DOCUMENT CONTROLLER- Research & Technology – Riyadh Saudi Arabia
APRIL 2007 – DEC 2009
• Responsible for registering, classifying, managing, tracking, filing and distributing all electronic and hard copy project deliverables and other documentation as required by the project. This includes design and contractor documentation and other controlled documents as defined by the project. The group is responsible for the quality checking of documents as defined in the project document control procedures and scanning, printing, copying of documentation, and preparing CD's as required. The department is responsible for handover of documentation in accordance with the Project Handover Procedure.

• Controls all technical documentation related to department and project activities within contractual requirements and procedures (including confidentiality)

• Assists with development, maintenance and improvement of departmental / projects document control work processes

• Communicated and clarifies requirements for vendor data, including priority documents as set by the area.

- Maintains a record of documents requirements and forecast dates.

- Manages documents in the Project Document Databases

• Focal Person to in charge Life Document and Final Documentation in DMO

• Responsible to build / prepare Final Documentation, MDR Book and Project Data Book, to expedite Final Documentation and deliverables in accordance with client specification and schedule requirements.

• Responsible to prepare Final Documentation and Document Control Procedure

· General Administration work and any other task assigned by the management.

· File and maintain all correspondence and other records following established office procedure for ease reference and retrieval. 

· Compose and type routine correspondence.

· Monitor all request and examine workflow for office services (set up of phone, stationery, other online requests )

· Organized appointment meeting & manage calendar schedule of the manager.

· Understanding the main situation to assist for better planning presentation.

· Booking Air Ticket, Hotel Reservation & Accommodation & Transportation facilities with rent a car if required.

• Set up and maintain the Document Control system (Life Doc)

• Monitoring Vendor Data status and to ensure completeness of final Manufacturing Data Report (MDR)

• Expedite Vendor Final Documentation and deliverables in accordance with client specification and schedule requirements.

• Coordinate the handover of Final Documentation.
FINANCE/SALES Dept. ADMINISTRATOR - Jana Jubail Chemical Company L.L.C – Saudi Arabia, Jubail
Apil 2006 – April 2007
• Report and liaise with Finance Manager & Sales Manager regarding the Daily incoming order and Daily Cash flow for releasing the Check.
• Monitors & checking the invoice from the different vendor.
• Assures proper releasing payment for the vendor on time.
• Attends and organize all site meetings within the project Manager, clients/Consultant.
• Arranging, indexing and classifying records, permits contracts etc.
• Facilitating the development of filing systems, and maintaining these to meet administrative and legal requirements.
• Ensure that superseded documents are marked accordingly or destroyed & not to float in the system.
• Responsible in retrieving documents anytime as requested.
• Overseeing the management of electronic and/or paper-based information;
• Setting up, maintaining, reviewing, and documenting records systems;
• Identifying the most appropriate records management policies and classification system
· Date entries for invoices, material transfer, delivery note and project expenses and all other accounts related function
·  Responsible in receiving of all local suppliers’ invoices/ LPO for payments transaction.
·  Data entry of records for all incoming letters, reports, forms and other miscellaneous items through computer, reproducing copies for distributors and control systematic filing.
·  Storing, arranging, indexing and classifying records, permits contracts etc.
·  Receiving incoming correspondence, submittals from contractor
· Prepare routine correspondence, standards forms & operating procedures, work instructions, method statements, training presentation materials & similar documentations.

·  Provide secretarial assistance to the Project Manager, Foremen and        Engineers; and assist site staff during mobilization & demobilization to ensure the satisfactory administration of project documentation and records.
· Received, Scan, File & Distribute transmittals, Submittals, & other pertinent documents.

· Data entry of records for all incoming letters, reports, forms and other miscellaneous items through computer, reproducing copies for distributors and control systematic filing.
·  Provide secretarial assistance to the Sales Manager, Finance Manager and other staff of the department to ensure the satisfactory administration of department documentation and records
LOAN ACCOUNT OFFICEER – BPI BANK OF THE PHILIPPINES – Lucena Philippines  
Sept. 2004 – Feb. 2006
· Processing of all Car loan, business loan, housing loan.

· Assisting some employee for daily operational banking procedure
· Giving the quotation for any types of loan.

· Encoding for Opening new account.

SALES EXECUTIVE – Mitsubishi Motors Philippines – SAN PABLO LAGUNA, PHILIPPINES 

Jul  2002 – AUGUST  2004
· Prepares sales quotation 
· Prepares check with supporting documents
· Dealing with a different type of costumer / client
· Deliver the unit to the client if necessary
· Dealing with the insurance company
SALES EXECUTIVE – Mitsubishi Motors Philippines – SAN PABLO LAGUNA, PHILIPPINES 

June 2000 – JUNE 2002

· Prepares sales quotation 
· Prepares check with supporting documents
· Dealing with a different type of costumer / client
· Deliver the unit to the client if necessary
· Dealing with the insurance company
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