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Cover Letter
To the Human Resource Manager

With eight years of total experience and five years of relevant experience in purchasing, logistics operational field and my Post Graduate Diploma in International Business Management from University of East London (UK) I have developed all the skills and necessary knowledge required to perform the job of Assistant Manager purchasing and logistics effectively.

My job in Purchasing, logistics and Business Development has instilled in me the ability to provide support to all project operational personnel and to devise and maintain procurement and logistical procedures to facilitate the movement of project personnel. I have hands-on experience working with warehouse supervisors to maintain daily schedules of anticipated goods movements both inwards and outwards. Additionally, I have strong understanding of strategic sourcing and supply chain management including forecasting, planning and inventory control.

With my exceptional communication skills and interest in international development, I am positive that I have much to add to your company’s success in terms of procurement and logistics management. I would appreciate your time in reviewing.

Thank you for your time and consideration.

 

  Fasi 
CAREER STATEMENT

“Apart from contributing to the processes and strategies which enhance any projects I am working on, I feel that my greatest strengths are firstly my ability to deliver projects to agreed timescales. Secondly my skill at gaining a clear understanding of a client’s exact needs, and thirdly being able to co-ordinate and lead all team resources whilst at the same time building strong working relationship with fellow colleagues”.
PROFILE SUMMARY 
Competent & diligent professional offering 8 years of well-honed experience in diversified fields with excellent understanding of business dynamics and updated market knowledge. I am conversant with the understanding of international purchasing, shipping, logistic and business development.
AREAS OF EXPERTISE

· International Purchasing and Global Logistics.

· International supplier coordination

· Inventory and distribution
· Process import and Export operation from different origins.

· Business Development.
  PERSONAL SKILLS
· Excellent customer service, communication, Public Speaking and writing skills. 

· Able to work in team environment and independently. 

· Proficient with computer literate such as Microsoft Word, Microsoft Excel, Power point.
· Good negotiation skills and persuasiveness
     Other Achievements
· Successfully completed project on Measurement of service quality in retail industry with specifications to super drug stores using SERVQUAL Tool (United Kingdom) 
· Gained 6.5 Bands out of 9 in English Language testing systems conducted by Cambridge University (UK)
ACADEMIC QUALIFICATIONS

· Post Graduate Diploma in International Business Management 

University of East London (UK)
· Leadership Development Program 

Leadership Trust (Hertfordshire UK)

· Bachelor of Computer Application

Osmania University
CAREER HISTORY

YOUSEF AL-RAJHI TRADING EST. 
SAUDIARABIA

Dec 2015 – Dec-2016
Assistant Manager International Purchasing and Logistic 
Purchasing and Logistic Responsibilities
· Establish and implementation of Standard Procurement Cycle for purchasing of raw materials and finished goods
· Make sure that there is proper flow of information in between all the parties.
· Identifying and selecting vendors to purchase commodities/supplies and ensure that criteria such as specification, price, quality, quantity, and delivery date are met.
· Track and report key functional metrics to reduce expenses and improve effectiveness
· Obtained quotes and performed cost analysis
· Re-view of client / supplier contracts with regards to the terms and conditions relating to Purchasing & logistic.

· Craft negotiation strategies and close deals with optimal terms Finalize purchase details of orders and deliveries

· Forecast price and market trends to identify changes of balance in buyer-supplier power
· work with relevant departments to manage inventory requirements
· Determine quantity and timing of deliveries

YOUSEF AL-RAJHI TRADING EST.

SAUDIARABIA

March 2012 – Nov-2015

International Purchasing and Logistic Officer
Purchasing Responsibilities and Logistic Responsibilities
· Maintain complete updated purchasing records/data and pricing in the system.

· Re-viewing & implementing Letter of Credit terms & conditions.

· Handle RFPs and cross checking of RFQs and ensure all documentation is accurate.

· Determine cause of any delays en-route, Match purchase orders with shipment
· Maintain complete updated purchasing records/data and pricing in the system.

· Verify billed amount with goods received, Handle invoices and forward to accounting department

· Handle invoices and forward to accounting department
· Compile records of items purchased or transferred between departments, prices, deliveries, and inventories.
· Negotiate with external vendors to secure advantageous terms.

· Approve the ordering of necessary goods and services
Logistic Responsibilities
· Maintaining and implementing of 7R’sof Logistic

· Directing, optimizing and coordinating full order cycle
· Managing and monitoring all Inbound/Outbound Activities of the operations thereby maintaining the Key Performance Indications. 
· Responsible for all import and export operation of the company.

· Coordinate shipments with Fright forwards and carriers. Arrange equipment, loading/unloading scheduling, and requirements.
· Coordinating with overseas agents, shipping lines and freight forwarders; responsible for the customs clearance of documents. 

· Responsible to prepare Export shipment, shipping documents and makes the necessary authentication with Chamber of commerce. Arranged international shipping as well as related documentation
· Coordinating with the custom clearance department to clear the shipment on time so that no demurrage charges takes place.

· Coordinating with warehouse and transportation department in delivering the goods on time.

· Maintain and update system database regarding customers, products, suppliers, pricing
· Managed material classifications as per the Saudi customs and preparation of related documentation for shipping purposes
Inventory Responsibilities 
· Devise ways to optimize inventory control procedures

· Inspect the levels of business supplies and raw material to identify shortages

· Ensure product stock is adequate for all distribution channels and can cover direct demand from customers

· Record daily deliveries and shipments to reconcile inventory

· Place orders to replenish stock avoiding insufficiencies or excessive surplus

· Evaluate suppliers to cost effective deals and maintain trust relationship

· Collaborate with ware house deals and maintain trust relationship

· Reports to upper management on stock levels and issues etc.
GRAF DIGITAL TECHNOLOGIES PVT LTD 
INDIA

Apr 2010 – Jan 2012)

Business Development Executive                                  




               

· Responsible for New Business Development, Client Retention, Business Development Planning, and Management and research.
· Ability to clearly define the internal client issue that leads to the appropriate project scope and planning

· Successful in building and maintaining relationships with key decision makers, establishing accounts with excellent levels of maintenance and loyalty. 
· Research and build relationships with new clients. 

· Following up new business opportunities and setting up meetings

· Performance management and improvement tracking systems;
· Employee orientation, development, training, and record keeping, assisting with employee relations
KNOAH SOLUTIONS     
INDIA 

Jan 2007 – Sep 2008
Technical support officer (Voice)

· Deliver service and support to end-users using and operating automated call distribution phone software, via remote connection or over the Internet.
· Interact with customers to provide and process information in response to inquiries, concerns, and requests about products and services
· Accurately process and record call transactions using a computer and designated tracking software
· Follow up and make schedule call backs to the customers whenever necessary.
