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Alyaa
 Alyaa.364744@2freemail.com 

Position Desired: SUPPLY CHAIN ASSISTANT


Or 
Position Desired: IT COORDINATOR  
A. Career Objective:

Seeking to work with an organization where my innovative ideas and skills are being utilized as well as enhanced and to join a work team and a company that supports me in my personal development.
B. WORK EXPERIENCE

Supply Chain Assistant        

        

Al Rahba Hospital, SEHA 





Nov 2009 to Present (in affiliation with Johns Hopkins Medicine) 

Abu Dhabi, U.A.E. 

Duties and Responsibilities:

Using Oracle system which will have more than one responsibility as : “ Inventory control “, “ Warehousing management system” , “ Replenishment count”, “Receiving “  and more responsibility. 

Responsible for all functions related to the storage and distribution of stock items in the store/warehouse by:

· Replenishment: 

· Applies FIFO method upon issuing items to be replenished in the nursing unit and attend out-patient request by providing them good quality service and enough supply according to their needs.
· Responsible for replenishing stock items from warehouse to the Nursing units in accordance with established PAR level guidelines through ORACLE System and PDA Device.
· Conducts routine site visits to the units and sub-stores to ensure adherence to the safe storage guidelines.

· Ensure that all items are properly bar-coded with the established par levels.

· Reviews and revise par levels with the unit charge nurse on regular basis.

· Reviews and approves all ward stock transactions; including receipts, issues and returns.

· Issuing:

· Picking of the consumables items as per the requisition of the top up team. 
· Issue of consumables and minor equipments to Discharged patients up on the prescription.

· Applies FIFO method upon issuing items to be replenished.

· Receiving:

· Well experienced in receiving the items such as medicines, narcotics, consumables, etc.
· Distributing the items which are received in receiving area to the consent departments.
· Ensure prompt receipt and appropriate storage to stock items from the receiving section.

· Arranging:

· Ensure proper storage of stock items and adherence to stock rotation methods.

· Organizing & making labels which is include the item code, description & bar code 

· Using Zebra printer & Zebra designer for making bar code labels for consumable items.

· Assigning locators for the newly arrived items as per the requisition from the receiving section. 

· Printing labels as required barcodes for newly added items as necessary.

· Expiry management:
· Identifies expired items and handle them as per policy and procedure
· Taking reports for expiry items from oracle & remove the expiry items from the system.
· Identifies expired items and handles them as per policy and procedure.
· Find out and report the near expiry items and communicate with the vendor at least 6 months prior to the expiry. 
· Borrowing (Dealing with other SEHA facilities):
· Communicating with other SEHA facilities for borrowing/transferring of items urgently needed.

· Ensure that critical medicine or consumable items are sufficient according to Pharmacy or End-user’s need.

· Regulates zero expiries, by routinely checking stocks on hand systematically and physically.

· Transferring non-moving and near expiry items to other SEHA facilities where it is more needed.

· Identifies critical shortages of items and coordinate with the Inventory Controller and Purchasing staff to ensure timely restocking.

· Reviews stock reports for accuracy and submit them to supervisor 
· Using ORACLE System and PDA device, conducting cycle count and checking for near-expiry, slow moving and non-moving items and implement steps to reduce these items as per policies and procedure.

· Supports team to ensure all operational and JCIA metrics are met and exceeded.

· Coordinate the top up team to do their work and assign them other tasks as required.
· Provide Personal Assistance to the Manager(s) as/when needed and assist in stationaries requisition. 
· Backup to employees who go on leave
· Responsible for preparing monthly reports
· Ensure daily activities at the store

· Provide secretarial and administrative support

· Performs other duties as assigned by the Store Manager 

· Offer technical support to staff if required.
Document controller        

        

I-Soft Company 





May 2008 to Jan 2009 

Abu Dhabi, U.A.E. 

Duties and Responsibilities:

Collecting the employee application and insure all documents are received then filling all the information and documentation through oracle system by scanning and printing employees related documents. 
Customer service and document controller        

        

Abu Dhabi Emirates council 





Jul 2007 to Feb 2008 

Abu Dhabi, U.A.E. 

Duties and Responsibilities:

Collecting the employee application and insure all documents are received then filling all the information and documentation through ADEC system by scanning and printing employees related documents. 

Serving the customer and providing assistant through phone calls

Kumon Teacher 

Al Afaq School

Sep 2006 to Dec 2007 

Abu Dhabi, U.A.E. 

Duties and Responsibilities:

Teaching a Japans Mathematics

C. EDUCATIONAL BACKGROUND:

Bachelor of Information Technology graduated in 2014 from Al Khwarizmi International College 
Diploma in Computer Studies graduated in 2009 from Al Khwarizmi International College

Secondary school graduated in 2006 from Aisha Bent abi Baker school

D. Technical Training:
ICDL (Computer Driving Licenses) from Emirates Institute in Aug-2007
PRE-TOEFL (English Course & preparation for TOFEL) from Emirates College in Jul-2005

TOEFL (English Course) from Al Khwarizmi international college in Aug-2008

E. Key Qualifications 
· Willing to accept any assigned responsibility related to the chosen career and to undergo training whenever applicable

· With high level of patience in handling different kinds of situation

· Excellent communication and interpersonal skills

· Analytical and problem solving skills

· Demonstrated organizational ability.

· Demonstrated communication abilities, both written and oral.

· Consistently demonstrates “Patients First” attitude.

· Consistently demonstrates “Continuous Improvement” attitude.

· Computer troubleshooting, diagnosing, and basic networking

F. Seminars Attended:

· General Hospital Orientation Program (March 2012) Al Rahba Hospital- Abu Dhabi, UAE

· Infection Control (March 2012) Al Rahba Hospital –Abu Dhabi, UAE

· Fire and Safety (March 2012) Al Rahba Hospital-Abu Dhabi UAE

G. Computer Skills

	· Microsoft office
	· Web designing

	· SQL+
	· Photoshop

	· Java
	· C++

	· Jiff animation
	· Adobe flash

	· Network

· Oracle Application
	


H. English Language Skills
English: Good written & oral skills
Arabic: Excellent written & oral skills
