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Career Objective
To work in a reputable and well established organization to further improve my skills and knowledge.

Employment details :
Company : Saipem S.p.A. – Sharjah Branch ( Logistics Dept.)
Position   : Logistics Officer
Inclusive Date : July 2007 to Present

Key Accountabilities of  Logistics officer :

· Working in POSE ( Post Order Services) section as Logistic Officer 

· Verifying the LPO ‘s and Invoice of the suppliers as per the frame agreements.

· Issuing work orders against the LPO’s of the suppliers 
· Knowledge of SAP Work order

· Knowledge of Service Entry after job completion

· Follow up for the payment of the suppliers with the accounts for the completed services

· Nomination the shipment by Air & Sea as per the Frame Agreement awarded to the respective forwarders.

· Creation of SAP purchase Requisition / Delivery order for various project
· Follow for the confirmation of the services with end user
· Update the site of the delivery time and status of the materials request

· Monitor the quality, quantity, cost and efficiency of the movement and storage of goods
· Investigate and resolve complaints related to receipt of goods and performance of services
· Coordinate and control the order cycle and associated information systems
· Analyze data to monitor performance and plan improvements and demand
· Liaise and negotiating with customers and suppliers

· Manage preparation of invoices, packing lists, arrangements for duties payable to        enable the timely preparation of export bills by customs clearance department while adhering to company policies and procedures

· Manage and supervise all customer complaint and ensure efficient resolution

· Manage and supervise Warehouse filing system; Update and Maintain Logistic Job files

· Plan and manage all loading and unloading of items

· Liaise with the logistics department to provide day-to-day logistical support

· Liaise between Customers, Airlines and Shipping lines for all import and export queries

· Liaise and negotiating with customers and suppliers

Responsibilities :
· Creates Purchase Requisition from Material Request from different sites
· Creates Delivery Orders when Purchase Requisition are under Blanket agreements.
· In-charge in Revision of Purchase Requisitions requested from buyers of Procurement Dept..

· Checking some materials delivered for familiarizing.
· Send mails to suppliers / end users for clarification of materials.

· Filling documents and checking airway bills.
· Use computerizes systems(SAP) to process purchase order ,update status and produce reports as required.
EDUCATIONAL BACKGROUND:

COLLEGE:        Bachelor of Science (B.Sc)

                          UNIVERSITY of the Osmania,

                          HYD,INDIA
SUMMARY OF QUALIFICATIONS:

Speak and write the English Language.. With advance knowledge and background on MS Word, MS Excel, MS Power point and worked with SAP applications in current job. 
PERSONAL DETAILS:

Date of Birth



:
27th July 1971.

Gender


    
:
Male.

Marital Status



:
Married.

Visa Status.



:
Employment Visa

Driving License


:
Valid U.A.E Driving License

______________________

    Applicant’s Signature

