Titus 
Name: Titus 

Address: Ngong Road Nairobi

Email: titus.355094@2freemail.com
SUMMARY
He is   result driven individual, highly stimulated and enthusiastic with over fifteen years  in running Logistics and Freight handling and Office administration and management.

He appropriately manages freight documentation processes and procedures, freight handling, despatch and team supervision. He has the ability to significantly reduce operational costs, initiating and negotiating favourable rates with clients, ability to streamline supplier channels in procurement while increasing performance within budgetary allocations.
Ability to supervise back office staff, manage office budgets, manage deadlines for office staff , answering inter office queries and communicating all operations data to management.

SKILLS
1-Attention to detail, time management and team leader
2-Negotiation and effective communication
3-Excellent supervisory skills

4-Shipment issues resolution-receipts, verification, dispatch and inventory handling.
5-Workplace health and safety-Warehouse procedures in relation to material and  handling
6-Computer literate-proficient in MS word, Excel, Power point and Outlook
7-Documentation- verification, processing and handling procedures
8-Multi tasking, creative and problem solving

9-Goods transportation facilitation

10-Good communication-Link between senior management, staff and clients
SPECIAL KNOWLEDGE

1-Accounting 2-Workplace health and safety 3-Office administration

CAREER AND EMPLOYMENT HISTORY
 Flowers on Waves- Kenya and Streamlined Systems limited       1st July 2014-present                    
1-Flowers on Waves Kenya

Freight Bookings and Logistics operations 
1-Shipment bookings via sea and the preparation of shipping instructions.

2-Tracking of client shipments and advising them on the same reference position of the ship 

3-Co-ordination and control of contracts and order cycles.

4-Analysis of performance data planning on improvements and advising on the same

5-Liasing and negotiating terms with clients reference terms of contract and rates.
2-Streamlined Systems 

Office Administration and Management

1-Word processing and data entry
2-Handling client telephone calls , emails and inquiries

3-Creating and maintaining office filing systems and inventories

4-Scheduling and attending meetings

5-Keeping diaries and arranging appointments

6-Maintaining and ordering office requisitions, stationeries and petty cash

7-Handling and organising office errands –mailing, banking and petty cash accounting 

 reconciliations.

3- Skytrain Kenya Limited.    1st July 2009    to 1st April 2014 
Assistant Duty Manager-Exports-Day/Night operations
1-Preparation of export documents
- Check and verify all incoming shipping documents-Invoice, Phytosanitary certificates, Eur1 forms
- Record incoming documents in the acceptance book
- After processing of these docs is complete; compiling these complete documents per consignee -        -Keeping track of missing docs on respective flights and issuance of retrospective Eur1 forms
 

- Communicating with the operations department to only palletize in accordance to documentation received, making sure the actual delivery of boxes match the documentation to avoid shipments with discrepancies.                               
2-Ensuring proper and timely flow of information.
- Taking documents to the airport customs to have them verified
- Data entry 

3-Ensuring all target freight load is achieved and delivered to the airlines in time to avoid flight 
delay and the costs associated with the delays. And ensuring the correct cargo pallet build is done 

and all weights recorded and the manifest done.
4-Ensuring export kit is delivered in the best condition and in the right quantity as per client 
specification.
5-Reconciliation of actual kit shipped against production targets.
6-Negotiate rates and make bookings for the different flights.

9-Book and confirm availability of sea vessels for sea exports (flowers).

10-Prepare sea freight invoices for shipments and insure all freight.

11-Equipment supply and allocation
12-Co-ordination of aircraft servicing units
13-Cargo inspection and handling
- Verifying the actual delivery against the packing-list 

-Freight palletization , weighing and manifesting

14-Health and safety at the work place
- Ensuring tests and procedures are properly understood and carried out
- Ensuring statutory  compliance and objectives

4-Finlays Horticulture Kenya Limited   -28 February 2002 to 30th June 2009
Assistant Exports Manager-Night Operations
1-Ensure optimum use of staff to meet timely and cost effective production targets-by ensuring 

labour does not surpass the budgetary allocation.

2-Preparation of invoices to clients and other export documents-shipment delivery notes.                                                                                                          
3-Ensuring that all documents are relevant, accurate, timely and informative.

4-Ensure that all export documents prepared reach the clients accordingly and appropriately.

5-Liase with orders and export operations desk, farms, freight agents and airlines regarding 

shipment volumes and tonnage of export kit, production times, aircraft cut off and departure times 

and monitoring truck movement to the depot.

6-Ensure receipt of all export kit, proper loading as per the airline safety standards.

7-Ensuring all export kit loaded is weighed and a record of the same is made.

8-Night management of the depot
5-Homegrown Kenya Limited-1st March 1996 to 28 February 2002
Night duty junior supervisor.
1-Document all receipt of raw materials.

2-Ensure products from pack houses are delivered in good time to be meet airline cut off times.

3-Lead, motivate and develop a good working team.

4-Provide on the job training and induction for staff on new assignments.

 EDUCATION

YEAR                                   SCHOOL                        EXAMINATION                                               EXAMINATION 

Jan 1976- Dec 1985          Sianda basic school    Kenya certificate of primary education       KNEC

Jan 1985-Dec 1985           Onjiko High School       (Form one)
Jan 1987-Dec 1989            St Gabriel’s seminary Kenya certificate of secondary education   KNEC 
PROFESSIONAL TRAINING

YEAR                              COLLEGE                                   EXAMINATION                            EXAMINATION BODY

April 1991-July 1991   YMCA TRAINING COLLEGE ACNC   STAGE 1&2                       KASNEB
Jan 1993-June 1993     KENYA POLYTECHNIC             KATC LEVEL 1&2                       KASNEB

