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Maryam 
“The quality of our expectations determines the quality of our action.” 
                     Andre Godin




	Profile
	· 10 years successful experience in Operation Management including Sale & Purchase Coordination in Dubai.
· Strong hold on Customer relationship management and coordination. 
· Experienced in procurement process, coordination and Logistic
· More than 13 years substantial experience in project management, analysis, design, development and implementation of business applications with experience in all aspects of the development life cycle.  




	Skills Summary
	

	· Successful experience in Operation Management.

· Strong interpersonal and communication skills with the ability to work effectively with a wide range of employees and consumers.

· Deep experience in coordination between companies, suppliers and customers as a Sales and Purchase Coordinator.

· Proficient in support sales and procurement policies and procedures to provide efficient and effective relation to customers and suppliers 
· Proficient in organizing resources and establishing priorities.
· Strong coordination skill to align and follow up with different departments to achieve a defined objective.  

· Good experience and knowledge of Logistic process and activities. 


	Experience 
	


	 (November 2012 - March 2016)
I have worked for Allstar as a Sales and Purchase Coordinator responsible for following:

· Receiving orders from customers and sending the Purchase orders to the distributors or suppliers and doing purchase process till the end.
· Conducting research to ascertain the best products and suppliers in terms of best value, delivery schedules and quality. 
· Liaising between suppliers, manufacturers, relevant internal departments and customers.
· Identifying potential suppliers, visiting existing suppliers, building and maintaining good relationships with them.
· Negotiating and agreeing contracts and monitoring their progress, checking the quality of service providing. 
· Develop and implement purchasing and contract management instructions, policies and procedures.
· Following up the payment process and invoices.
· Coordinating imports and exports.
· Following and checking up all shipping documents from suppliers.
· Preparing all documents of shipping and coordinate with the currier companies to ship the goods to the clients on time (Logistic)
· Check out the client’s needs to find out their new orders.
· Preparing weekly report of all Orders and their status.
· Finding new clients, arranging meeting and meet them to introduce our services and products to them.
Global New Tech Co.                       2006(November)-2012(October)
GNT was a Telecommunication Company located in Dubai worked as an agent of Du, Etisalat in UAE, Worldsim in UK, Mobily in KSA, Turkcel in Turky, Truly Asia in Malaysia, to purchase sim cards, GPS, USB, Head set, Cellphone and phone battery from mentioned countries and ship to their branch in Iran for selling to the passengers who travel to these countries. And support after sale.      

I have worked for GNT as an Operation Manager of Dubai branch responsible for following:
· Communication and coordination with principles (Worldsim, Etisalat and Du, Turkcel, Mobily and Truly Sim) 
· Preparation of renewal contracts and Coordination/Negotiation with principles on terms and condition of contracts.

· Procurement management.
· Coordination with logistic companies to send purchased items to Iran. 

· Activation of products based on the customer’s information. 
· Register, solve and close customer inquiries and towards the inquiries to other department such as technical department.    
· Quality assurance of the items.
· Constantly in touch with 3 branches in Iran as they have to deliver goods when they need them and track the movements to ensure that they are safely being delivered to the respective branches.

· Strike a perfect balance between the available inventory in the company and the orders for goods from branches.

· Managing petty cash transactions.

· Performing daily journal entry.

· Managing payable and receivable.
· Book keeping activities.

· Online Banking (Emirates NBD to other banks in UAE and other countries).

· Recording all steps of the payments in Excel sheets with a special coding for a fast searching.
ADA Company (http://www.asredanesh.com)            2002 – 2006

ADA was an IT company located in Tehran worked for big size companies to organize their business by Oracle ERP.

I have worked for ADA as an IT staff responsible for:
	

	· Attended in an Oracle E-Business Suite implementation project as a financial consultant. 

· Recording the received Payment Requests in the system by Oracle ERP.
· Preparing different levels of financial reports by Oracle ERP.

· Pre-sales study, proposal preparation. 
· Improving client relationships, increasing customer satisfaction and repeat sales.

· Analyse and Design of customized job costing and time sheeting application for airplane Work Order and OTA (Operational Time Attendees) and Inventory of an integrated application by Oracle Database. 




	Municipality of Tehran – PAM Project
· Project manager of   Municipality of Tehran HR project. 
	1998 – 2002

	· Analysis, Design and Programming of HR and Inventory systems of an integrated application for 2 companies. 


	Tavanir Company (Electricity Authorization of Tehran)
	1992 – 1998

	· Programming of some small internal systems.

· Control and timing of electricity projects.




	Education
	


	BS in Mathematics with Software Orientation 
	1988-1992

	Azad University of Tehran, Tehran, Iran.
	


	Personal Details
	


Nationality
          : Iranian
Driving Licence         : U.A.E. DL

Visa Status               : Husband Visa
	References
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