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Name


:
Ali


Age       

:
32 years

Nationality

:
Jordanian

Marital status
:
Married
Educational Qualifications
Graduation 

: 
  B.Sc. in Business Administration- Major in Marketing




   Philadilphia University-Jordan 




  2004-2005

Professional Courses:
· Integrated Management System- IMS (ISO 9001:2008, ISO 14001:2004 & OHSAS 18001:2007).
· Certificate in Advance Excel Program.
· Certificate in Training Program on Shipping Documents, Jordan Institute of Maritime Studies.
· Certificate in Excel Program.
· Certificate ENGLISH Conversation.
Computer Knowledge:

-Operation Systems: WINDOWS
-Languages
        : Pascal, V.B and Access
-Packages                :-   
· SAP System





· Advanced level Excel

· Programming Ms Access 
·  Internet Packages
· ERP (Enterprises resouces planning) systems.
Languages

: -          Arabic as mother tongue 
 Fluent English (Read – Write – Speak)

Details of Work Experience
Work Experience:
Procurement Officer (July 2012 to Present)

Secure Engineering Company LLC

Abu Dhabi, UAE

I have joined Secure Engineering on July 2012 as a Procurement Officer in addition Duties and responsibilities:

· Daily receiving of Material Requisition Form or Purchase Request Form from Main Store or other Division for all types of materials/services required from office to site approved by Director of Procurement & Contract.

· Preparation of Material Requisition Form or Purchase Request for materials/services required by other Divisions.

· Sending of Request for Quotation to Approved Supplier, Authorized Dealer or Appointed by the requester (with necessary Approval documentation to justify).

· Negotiation with Supplier for the received quotation on the material/service offered.

· Preparation of Cost Comparison Sheet taking into consideration the Budget, Brand, Origin, Availability, Delivery, Warranty, Terms of Payment and other necessary details that will convey the distinction of the material/service for Director of Procurement & Contract’s decision.

· Preparation of the Local Purchase Order for Supplier upon Approval of the Authorized Signatory.

· Sending copy through fax or e-mail all Approved Purchase Orders to Main Store Supplier assuring to attach all fax transmittals and proper receiving.

· Assist the Store Controller and Storekeepers in follow-up of undelivered, delayed materials or overlooked details as mentioned in the quotation or Purchase Order.

· Be of assistance if required for Suppliers in their due payment by coordinating with Finance Department the required documents to enable the payment preparation. 

· Receiving the original invoices and delivery note copies with site or store receiving.  Attach the documents to the original LPO and to be forwarded to Finance Department.

· Preparation of Supplier Performance Evaluation in every LPO issued.

· Arrange and attend meetings for existing and prospect Suppliers / Contractors.

Work Experience:
Procurement Coordinator (October 2009 to march 2012)

Benyan Development Company LLC

Abu Dhabi, UAE

· Prepares Inquiries/Request for Quotations to Suppliers/Subcontractors 

· Prepares and evaluates detailed price Comparison Sheets based from different quotations received from Suppliers/Subcontractors to identify areas of potential savings.

· Processes all material requisitions including the items approved by Consultants/Clients until the ordered materials reached the project location. 
· Follows-up quotations and expedites delivery with Suppliers and Subcontractors.

· Source and negotiates with Suppliers/Subcontractors to obtain clear and concise quotations.

· Checks for alternative materials which are more economical by developing and maintaining long term relationships with Suppliers/Subcontractors assuring that Supplier and material lists are not stagnant.

· Prepares internal/external transfer of documents, submittals and samples to other Departments/concerned Project as well as Inter Office Memos and correspondences for the Procurement Department.

· Assists the Procurement Manager and Procurement Coordinators with all the procurement activities.

· Receives Material Requisitions from other Departments and all Project Sites.

· Sends Local Purchase Orders (LPO’s) to Suppliers/Subcontractors and provides LPO copy to concerned Department/Project Site; confirms with Suppliers/Subcontractors if they received the LPO

· Follows up for the Proforma Invoice with Suppliers/Subcontractors depending on payment terms to process any advance payment

· Receives Original Delivery Notes attached in the Site Material Receipt from all Storekeepers and duplicate copies of Delivery Notes and Invoices from Suppliers/Subcontractors.

· Coordinates with all Storekeepers regarding Site requirements and delivery issues.

August – 2006 up to August – 2009:

With Al Ghafly general contracting company as Sr.Purchasing Officer cum Assets Controller. 
I have joined AL GAFLY (AGGC) on August 2006 as a senior purchase officer in additon to my involvment in the assets department as Main assets controller.

Duties and responsibilities:

· Preparation of the enquiries for the Materials, Equipment and spare parts for the machices.
· Follow up all the issued enquiries with the suppliersl/subcontracors.

· Receive all qoutations and organizing the comparison sheets for the managemnt final dicision.

· Negtiating the selected suppliers and subcontractors to finalize the prices.

· Preparation of the Locala Purchase Orders to the signature of the authorized signatories.
· Prepartion of the delivery report by coordanation with the site stores.

· Report to the accounts department for all deliverd goods and organizing the suppliers payments.

· Receiving all the assets transfer transactions and performing the same on the assets control system.

· Adding all the newly purchased assets to assets system and assigning the proper assets codes.

· Issuance of the assets report to the administration department and equipment department to simplfy transfer actions as may be needed.

· Performing any other works relevant to the above scope.

September – 2005 up to July – 2006:
With Al Sa’edy Building Materials Company as In door sales representative.
During my association with Al Sa’edy, I was handling the follwing responsibilties:  
Job responsibilities:-

· Receiving all the customers enquiries and analyzing the exact requiremednts

· Preparation of the quotations and follow up.

· Sending introduction letters to the potential costormes.

· Meeting with all the costomers and negtiating their needs untill finalizing the deal.

· Preparation of the sales report and issuance the monthly target acheivment.

· Following up with costomers to collect the data needed to fill the stisfaction report as per the company policy.

April – 2005 up to August-2005:

With China Shipping Container Line through their agent (Philadelphia Establishment L.L.C) Company as Contracts Controller Trainee.

During my association with them, I was responsible for the following duties:  

Job responsibilities:-

· Amendment of the contract to suit the case of the costumer based on the company preformatted contracts.

· Review the Contract Parties in comparison with their official documents.

· Adjust the payment terms as issued by the contracts manager.

· Forward the drafted contract to the concerned employee for his final approval.

· Forward the contract to the supplier/costumer for their signature.

· Collect the contracts for the suppliers/costumers and forward to the Contracts Manager for his final signature.

· Perform the distribution as advised by the Section Manager.
· Check on (when needed basis) the supplier/costumer payment against the signed contract.


