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Amin 
Amin.297603@2freemail.com 
	Brief Profile
	Highly stimulated and enthusiastic individual with over 11 years of experience working in warehouse & Logistics Coordinator environment. Hands-on experience in managing and tracking shipments and providing customers with advice and shipment alternatives. Appropriately manages documentation and billing issues. A team-player who is recognized for providing exceptional customer service


	Career Objective
	Seeking an ideal position Logistic Officer in the field a reputed establishment or Industry where I can utilize my knowledge and experience in optimum level to achieve the common objectives of the entity and grow with the institution.


	Education

	· Bachelor of Science in Computer Science
· Diploma in logistic &amp; supply chain management     From (LTC) in collaborate with Britain College –UK.

(Graduate)

· Safety certificate from (TDIC) in ASO LOUVRE ABU DHABI For participating in the safety leadership training-SLT
· Health, safety and environment award for safety and successfully completing without lost injury (LTI) at the Louvre Museum Project 10 million man hours from the project Director.



	Computer Skills:
	MS Office Packages (Word, Excel, Power point)

Windows 95, 98, 2000 and XP


	Languages Skills:
	 English, Arabic, Hindi, Urdu and Pashto (Native)


	Personal Details:
	Date of Birth
	:
	20 March 1986

	
	Marital Status
	:
	Single 


	
	Nationality
	:
	Pakistani

	
	Religion
	:
	Islam

	

	
	Visa Status
Driver license.                                
	:
:         
	Employment
UAE



Business Skill:-
· Attention to detail

· Air Freight (Import & Export)
· Sea Freight (Import & Export)

· Land Freight
· LC (Letter of Credit)  

· Goods transportation

· Negotiation

· Documentation

· Project completion

· Shipment issues resolution

· Demonstrated imitativeness

· Relationships development

· Creative problem-solving
· E-Mirsal
· Dubai Trade.ae

· Dubai Chamber

· Computer Literate (Microsoft Word, Excel, PowerPoint, Outlook & Internet  Browsing)

· Software experience in SAP/Oracle
· User of Online Collaboration Database Management System Aconex and Internal Database Management System eDMS

· Basic Arabic Reading/Writing Certificate from the Pakistan Consulate – Abu Dhabi

· Highly favorable customer service & communication skills

· Supporting Documents and Character references to follow as requested…
Working Experiences 11 Years in UAE Abu Dhabi : 

Duties & Responsibilities Logistics Coordinator  
Company
: SINOPEC International Petroleum Service Corporation
Address
: Jebel Ali Free Zone DA2 Dubai UAE 
Position
:  Logistics Coordinator 
Date

: July 2015 to PRESENT 
Duties and Responsibilities:- 
· Act as main point of customer contact
· Manage liaison with suppliers and origin stations
· Provide shipment information to customers
· Liaison with different departments within the company to facilitate shipments
· Assist in tracking shipments and providing alternative information
· Provide transportation information and manage billing information
· Manage quality control by ensuring that all shipped orders are in working condition
· Arranging vehicle as per the requirement of coordinators for the GCC countries.

· Hiring vehicles from out site supplier as per the requirement.

· Tracking updates from GCC countries and contacting with clearance agent for any issues.

· Arranging all kind of documents for the requirement of coordinator.

· Able to work under pressure while operations work going on. 

· Familiar with all borders in GCC Countries.

· Coordinate with clients regarding freight clearance instruction, type of Bill Of Entry and prepare documentation for customs clearance.
· Receive pre-alerts/routing orders/bookings from customers and sales.
· Monitor ATA/ETA with airlines/forwarders/DNATA and ensure freight has arrived as per schedule.
· Coordinate with the origin station / Customer support for any discrepancy on shipping documents.
· Coordinate with clearance team for collection of delivery order from Airlines/Dnata
· MAWB, HAWB Execution and Issuing Delivery Order.
· Handling LC shipments,
· AWB Preparation according to LC terms
· Dubai Customs Clearance.
Apprentice

· Assisted in preparing shipment documentation
· Provided assistance in maintaining contact with suppliers and other agents
· Interfaced with customers as directed
· Assisted customers in tracking shipments
· Assisted in billing management and receipts preparation
Professional Experience Warehouse

· Responsible for checking all deliveries into the inventory program and making notes of any damaged or missing product.

· Responsible for maintaining warehousing organizational system and keeping product in the proper places.

· Responsible for making sure that returned product was sent back to manufacturers on time.

· Oversaw the daily operation of the warehouse.
· Staffed day and night warehouse crews including pullers, loaders, and receiving personnel
· Directly oversaw all dock appointment times of inbound load
· Conduct monthly physical inventory audit and weekly team meetings
Duties & Responsibilities Logistic Officer
Company                     : CH2M HILL VECO ENGINEERING
Address

   : 3rd Floor NBAD Building, Muroor Road, Abu Dhabi, U.A.E.

Section                           : Logistic Officer & Warehousing Supervisor
Department                   : Logistic Department 

Duties and Responsibilities:-

· Co-ordination with site Engineer in activity like arranging equipment and vehicle for site smoothly Operation.

· In charge of the day to day operations of the transport department.

· Efficiently managing a team of drivers and vehicles. 

· Responsible for all of the dispatching, routing, and tracking of delivery vehicles.

· Dispatching complex and oversized goods to national and international destinations.

· Ensuring company compliance of all transport policies, legislation and procedures to do with tachygraphy and towing etc.

· Managing, monitoring and developing a team of drivers and line managers.

· Involved in strategic development and strategy making.

· Being the first point of contact for all drivers.

· Making sure that all transport fleet vehicles are properly maintained and serviced.

· Arranging for the induction and training off all new staff.

· Regularly liaising with the delivery manager to ensure a smooth running of both departments.

· Developing and nurturing customer relationships.

· Maintaining accurate administrative records.

· Giving drivers a full debrief, including tacho analysis.

· Organizing vehicle checks.

· Identifying operational issues, potential problems and opportunities.

· Resolving and managing queries and complaints courteously and efficiently.

· Appraising staff performance and also taking disciplinary measures when required.

· Ensuring all site and customer objectives are achieved.

· Responsible for all H&S investigations.

· Supporting waste management team in site for any kind of requirement and removing rubbish form site.

· Preparing gate pass for any outgoing material and receiving all coming in site material then unloading in site as per the engineer and supervisor requested areas.

· Back felling in site as per requirement of site engineer and co-ordination with safety department for any kind of unsafe work in the site.

· All running vehicle and equipment in site controlling the speed by the banks mane like a traffic controller.

· Co-ordination with engineer and supervisor in any kind of emergency work in the site.

· Handling any kind of emergency and shutdown without any pressure.

· Keeping good relation with all colleagues and supporting each other for any kind of work relative to the site.

· Joining safety weekly meeting and notice all comments relative to department and giving toll box talk meeting my all drivers and operators.
Warehousing Supervisor Key Skills       

· Experience of handling domestic and international shipments.

· Knowledge of the latest warehouse procedures, equipment and software.

· Ensuring regular material flows from the warehouse to the production line.

· Developing freight and warehousing strategies.

· Operational experience of working with a Union Workforce.

· Managing change and process improvement.

· Managing a team of over 30 plus employees.

· Invoicing customers for chargeable warehousing services.

· Making up customer orders for delivery and pickup.

· Verifying assembled orders.

· Coordinating the work of the warehouse team.

· Centralizing the warehouse inventory system.

· Organizing the loading and unloading of trucks and trailers.

· Completing all paperwork and administrative records.

· Managing a complex three shift set up.

· Inspecting storage facilities.
Duties & Responsibilities Procurement/Contract Assistant 
· Company
: Sunway Innopave Sdn-Bhd & Silver Coast Construction 
· Address
: Abu Dhabi, U.A.E.
· Position
: Procurement/Contract Assistant 
· Date

: February 2009 to May 2013

Mubadala Capitaland Real Estate LLC., awarded this contract to Silver Coast – Sunway Innopave Joint Venture  – for Arzanah Development, Sector W-53, Rihan Heights Phase 1A - Plot H formerly known as Zayed Sports City Development. This project includes design, execution and completion of 5 towers  with an associated podium and 14 villas with a contract sum of 1.87 billion Dirhams.
· Job Descriptions:

· Sending Inquiries to the Suppliers
· Preparing of Comparison Sheets.
· Coordination with Suppliers regarding Material Submittals.

· Preparing LPO & Coordination with Engineers and Suppliers Regarding Material Delivery.

· Assistance with the preparation of Request for Quotation, Initiations to Bid, Requests for Proposal and co-ordination of their timely dispatch by fax and messenger

· Assist the Associate Procurement Officer in maintaining current up to date Procurement documents and Manuals

· Routing copying and circulation of quotes, bids and proposal for evaluation
· Researching pricing obtaining quotes locally on low value items
· Assist with the coordination with the selected bidder to ensure completion of Administrative processes including Bid Security, contract award notice and that contract documents are distributed accordingly

· Assist with managing the administrative process throughout the duration of the preparation of the all documentation until the award of the contract
· Preparation of management information and statistical report
· Check and classify the precedence of the requisition and process as priority setting of the material needed.
· Process and appropriate document and forms for issuing the petty cash from the cashier
· Coordinate with requestors and make sure the right materials needed. Find out the sample of material to be purchased if necessary.
· Provide purchased materials to the responsible receiving office and do all actions for completing the process
· Maintain appropriated records to ensure that procurement process, decision, and contractual agreement are accurately documented for accountability and audit purpose.

· Duties & Responsibilities Secretary Documents Controller
· Company
: Al Hamed Development & Construction Co, L.L.C.
· Address
: Abu Dhabi, U.A.E.
· Position
: Secretary Documents Controller.
· Date

: March 2005 to December 2008

Duties and Responsibilities:-
· Coordinate all activities related to the Document Control procedure, including technical documents drawings, and commercial correspondence.
· Input document data into the standard registers ensuring that the information accurate and up to date.
· Generate the various document control reports as required
· Typing of site documents, and follow up of all the site needs
· Preparing Vendor Documents

· Preparing Document/Data Transmittals

· Makes sure that controlled copies of latest approved documents and drawings are given to the appropriate staff, subcontractors and suppliers as applicable
· Maintain updated records of all approved documents and drawings and their distribution clearly
· Maintain the documents and drawings in the Document Control office under safe custody without any damage or deterioration with easy trace-ability.
· Maintain the files and control logs as required by the project
· Receiving Fax Messages  and E-mails and distributing/forwarding to the concern person

· Filing incoming and outgoing documents

· Make use of office equipment (Fax, Printer, Photo Copier, Scanner)

· Monitoring all office facilities if in need to order.

· Updating all incoming and outgoing document registers

· Taking care all incoming and outgoing file from main down to all managers in the management.

· Does some other office work

· Preparation of daily, weekly & monthly reports 
· Preparation of Documents/drawing transmittals (DTF) for submission to Consultant/Client for approval
· Maintain and updating records for DTF’s on daily basis using EDMS (Electronic Document Management System)
· Scanning and distribution of approved Drawings/Material approval to the concern personnel on daily basis
· Handle Test Reports from (Arab Center)
· Preparation of Purchase requisition for site and office materials.
·  Maintaining and updating purchase requisition log and following up with the suppliers regarding the material delivery and schedules. 
· Collecting of LPO’s, delivery notes & invoices from main office and suppliers & Keeping records
· Submission of inspection test and test reports to consultant client

· Liaise with relevant staff and or external parties on the documentation issues (e.g. discrepancy on the documents).

· Ensure superseded/ obsolete documents/ drawings are stamped accordingly and retained for reference.

· Maintains paper and electronic files.

· Preparing & checking As-Built Drawings Submittals.

