CURRICULUM VITAE

DZISAH 
DZISAH.365957@2freemail.com 

Position: Procurement, Logistics, Warehouse, Supply Chain Manager

CAREER OBJECTIVE: 

To bring skills, experiences and competencies acquired to further enhance the image and prestige of the organization I work for and also work diligently to achieve its organizational objective.   


EDUCATIONAL BACKGROUND
Aug 2014 – Nov.  2016
Kwame Nkrumah University of Science & Technology (KNUST) 

Qualification Obtained:  
MSc. Logistics & Supply Chain Management 

Sept.2008 - June 2011
University College of Management Studies (UCOMS) 

Qualification Obtained:  
BSc. (Hons). Procurement & Supply Chain Management

Sept.1997 - Oct. 2000
Takoradi Polytechnic 

Qualification Obtained:  
Higher National Diploma (HND) in Civil Engineering

Feb. 1993 - 1995

Tema Secondary School

Qualification Obtained:  
Senior Secondary School Certificate Examination (SSCE) 
WORK EXPERIENCE
September 2016 - 


         
:
PLOT Enterprise Ghana Ltd 

Position




:
Procurement Manager

Responsibilities:

Planning-Department requirements in line with Corporate objectives
· Engage effectively with Heads of Departments to determine levels of material and products required for operational efficiency for planning and forecasting purposes(short and long term basis)

· Develop and manage departmental budget, forecasting price trends and their impact for long term planning.

· Risk anticipation, monitoring and mitigation-supplier and  components

· Develop processes to ensure attainment of targets through effective utilization of all resources( human and material)

· Develop and implement strategies to constantly improve procurement functions for best practice in a timely and cost effective manner.

Organizing- Whatever is essential to achieve the Department’s objectives
· Oversee Stores Inventory Management

· Ensure timely and accurate information for departmental, corporate and operational needs.

· Establish and maintain procurement procedural manual and principles of accurate reporting and record keeping for all pricing, purchasing and stores of data

· Maintain fluid communication with all suppliers-local and foreign.

Directing- Ensuring the right climate at all times 
· Strategize and lead all negotiations

· Champion contingency planning and ensure right momentum in place for prompt action on placement of orders and ensuring right stock levels

· Monitor and direct all sections for maximum efficiency of local and international procurement including sourcing, selection, and negotiation for competitive credit rates to ensure parts and materials are procured at the most competitive price and delivered on time for uninterrupted production ensuring adherence to food safety requirements by all, including suppliers.

Controls – Internal Checks and Balances

· Establish and maintain the necessary internal control measures required to keep the department working at peak levels

· Drive continuous improvement in all performance areas to attain the required standards and output.

Teambuilding – Ensuring the right attitude and responsibility for assigned roles

· Work to establish management practices which include all employees’ positive involvement, with opportunity for constructive input and action,

· Constantly monitor and review performance of team, mentor and develop them through clearly defined objectives and identification of operational training needs.

June 2014 –August 2016
         
:
Clifton Homes Ghana Ltd 

Position



:
Head of Purchasing

Responsibilities:
· Prepare purchase requisitions from requests received from the various project sites and seeks approval for their purchases,

· Plan, coordinate, and implement approved purchase orders to ensure that materials, parts, supplies, and equipments are purchased in a timely and cost effective way.

· Coordinating the receipt and storage of materials in the company’s warehouses. 

· Handling logistics and distribution operations as well as plan and implement delivery timetable to building sites.

· Manage and support the process of selecting of suppliers of goods and services as well as working closely with suppliers to improve operations and reduce cost.

· Resolving complex deliveries and quality issues with suppliers and also responsible for the day-to-day operations in the central warehouse.

· Monitoring and staying abreast with current market conditions and developing new or improved sources of supplies both locally and foreign.
· Responsible for assets and inventories in the central warehouse

· Liaising with all departments and Project Managers of various sites on all logistics issues if and when applicable.

· Preparation of Procurement activity reports, Logistics and Assets reports to Head of Supply Chain.

August 2013 - May 2014         
:
Ghana Armed Forces, 

Directorate of Engineering Services,

Engineers Services Depot 

Position



:
Senior Supply Officer

Responsibilities:
· Responsible for preparing estimates and buying materials, parts, supplies, and equipments for construction projects.

· Receiving and consolidation of engineers’ equipment and material for peace-keeping operations.

· Conducting periodic stock-taking activities in all warehouses holding Military engineers materials and equipment.
June 2012- March 2013         
:
Eugo Terrano Ltd. 

Position



:
Procurement, Logistics & Warehouse Supervisor

Responsibilities:
· Responsible for planning, developing and buying materials, parts, supplies and equipments in a timely and cost effective way, timely manner while maintaining appropriate quality standards and specifications

· analyzing, negotiating and preparing of contractual agreements, ensuring appropriate terms and conditions are included to protect the interests of the organization,

· Prepare purchase requisitions, approve and issues purchase orders in accordance with company policy and negotiated terms and conditions

· monitoring and reviewing the progress of contractual agreements, reviewing and approving invoices for payment, resolving any problems that may arise, performing post contract evaluations, creating and maintaining procurement records, including electronic records ensuring the accuracy and integrity of data;

· Coordinates the rental and distribution of equipment and supplies through the processing of requisitions. 

· Maintaining established pickup and delivery schedules and the inter-sites transfer of materials. 

· Maintaining control of inventory records systems across all project sites to ensure an adequate supply of items and a proper inventory turnover. 

· Maintains information on open orders with other departments, suppliers and project sites. 

· Updating and modifying all project sites warehouse catalogs to reflect current descriptions, specifications, and prices. 

· Coordinating all warehouse activities with other departments, such as Accounting and Project Management. 

· Supervises and trains subordinate staff in the performance of warehousing and stores activities and personally performs such tasks as the workload requires. 

· Frequently finding new suppliers, making regular enquires for quotation list, comparing and selecting a suitable supplier;

· Track purchasing activity and measurements;

· Liaise with Accounts Department to ensure accurate and timely payments of invoices , as necessary for the business with the supplier

· Develop and review purchase requests and ensure authorization as necessary to facilitate the timely purchase  of new materials and equipment

September 2009 - June 2012
:
Intelli-Con Solution Ltd. 

Position



:
Purchasing / Stores Officer

Responsibilities:
· Analyzing, negotiating and preparing of contractual agreements, ensuring appropriate terms and conditions are included to protect the interests of the organization; 

· Providing required written authorizations, and preparing/issuing of instructions and documentation to suppliers, and also ensuring the timely and safe arrival of goods;

· Updating information relating to supplier such as about qualification, product, delivery time, after sales service, payment method, potential development, etc. at all times to be able to select the most suitable one;

· Frequently finding new suppliers, making regular enquires for quotation list, comparing and selecting a suitable supplier;

· Search and expand suppliers in order to be able to purchase goods that are of high quality but at a low price. 

· Making acceptance or delivery reports and making payment and prepayment;

· Supervising and speeding up the delivery schedule of the supplier to the site or office or to individuals;

· Prepare orders, then submit and send them to suppliers;

· Receives and checks delivered orders against quantity and quality

· Planning and controlling of materials ensuring that materials are used according to projections and avoid wastage.

· Negotiating with Suppliers for supply of materials and obtain good prices.

March 2004 - August 2009
:
Regimanuel Gray Ltd. 

Position



:
Site Supervisor/Stores Keeper

Responsibilities:
· Requisition of materials and needed logistics for site works.

· Receives and checks delivered orders against quantity and quality.

· Maintain quality control and assurance at work site and produce daily progress reports to Project Engineer.

· Supervise the maintenance of construction plants and equipment. 

· Propose and review the resource levels, including monitoring both construction 
· materials and man power competency, needed to manage worksite. 

· Keep accurate inventory of materials and plants and equipment.

Nov.'00 - Nov. ‘01:     Teacher, National Service Personnel, Awaso DC J.S.S, 



      Western Region
· Taught English Language, Mathematics, Social Studies and Religious & Moral Education,

PROFESSIONAL & MANAGEMENT TRAINING
16th Aug. –Dec. 2013
Ghana Armed Forces – School of Ordnance, Ghana 

Qualification Obtained:  
Young Ordnance Officers Course 
(Military Warehousing / Logistics Management)
15th - 24th January 2013
Project Management Institute, (P.M.I, Ghana) 

Qualification Obtained:  
Certificate in Participation - Project Management

A Two -day seminar on: 

"Attitude Change" & New Work Habits for a Radically Changing World"

ABILITIES AND SKILLS
· Ability to interact with senior level clients 

· Excellent knowledge in Computer (MS Word, Excel, PowerPoint)

· Ability to work under minimum or no supervision and for long hours

· Excellent Inter-personal relationship & Report writing skills

· Excellent Communication & Customer Relationship Management skills

· Excellent Planning and Organizing skills

· Meeting targets and Problem-solving

· Excellent Negotiating and Networking skills

· Good judgement and analytical ability

· Leadership and teamwork

