
   Reem 
Reem.368485@2freemail.com 
	Professional profile 
	· An accomplished contract and tender management professional with over 14 years of result driven experience in tendering process, bid evaluations and contract finalization, generating reasonable savings in procurement costs by encouraging long-term rate contacts, possesses good experience In Oracle ERP purchasing part and report generation, in addition to strong knowledge in supplier management.

	Education
	· 1995-2000   Jordan University of science and technology

Irbid- Jordan

· B.S.C, In Chemical Engineering.

· Graduation design based project titled “Penicillin production”.

· 1995    Al-Fuheis Secondary School for Girls                   Fuheis-Jordan

· H.S.C. “Higher Secondary Certificate”, scores 93.4%.

	Work Experience
	Nov 2007 – July 2016    Department of Economic Development  DED               Abu Dhabi-UAE
Tenders and contracts Officer and ISO Coordinator:
· Handling public and privet tenders with varying amounts up to 9 million AED.

· Preparing tenders documents for limited and public tenders, and dealing with all documents selling issues and receiving beds, tenders opening, technical and financial reports, final selection. 

· Writing and preparing contracts with internal and external vendors, and following them up until being signed by both parties. And dealing with all other required legal documents for the suppliers.

· Acting as purchasing section head for one week and handled all issues and decisions related.

· Issuing purchase orders and contract through Oracle system.

· Writing and preparing minutes including purchasing section recommendation for tenders and projects to be approved by tenders committee according to the purchasing law No. 6 of 2008 of Abu Dhabi emirate.

· Online tendering through the unified electronic system for Abu Dhabi government for tendering.

· Online suppliers and contractors’ registration and prequalification.

· Maintain effective filing system for safe and effective storage and retrieval of unit documentation

· Coordinate and liaise with suppliers in relation to cost, quality, and delivery performance.

· Maintain and develop good relationships with suppliers and the business community

· Preparing reports and statistics for purchasing and contracts section regarding overall numbers of tenders and direct purchasing.
· Lead a team to write tenders standard conditions, and preparing standard invitations in both Arabic and English languages for some specialized tenders. 

· Works with colleagues to write the goals and aims of purchasing section, implementing them, and following them up.

· Preparing annual procurement plan and reports quarterly for higher management. 

· Manage all the air ticket reservations through travel agencies for all the delegation of the department including the Chairman and the Undersecretary with best prices and added values. 

· Tender and auctions committee secretary, preparing committee minutes of meetings, preparing meeting agendas and members and suppliers invitations via e-mail and formal invitation. 

    ISO 9001 Coordinator:
· Coordinating between financial directorate  and the corporate development division  regarding implementing ISO system in the financial directorate by doing the following:

· Creating written procedures based on the real life work executed in the directorates’ sections, and making sure that available procedures reflect exactly the work done in the directorate and update them accordingly.
· Creating and updating forms for different purposes in the directorate

· Working with purchasing section on implementing ISO system in it by writing procedures for them and updating them according to new updated rules in Abu Dhabi government.

·  Preparing vendor approved list and updating it , and evaluation system for the vendors, setting its rules and following it up with other sectors of the DED  

· Preparing for internal and external audits in the directorate.   

· Working on the auditors notes after each internal and external audit with the relevant section to do the amendments and adjustments.

· Preparing flowcharts, and presentations explaining the work flow in the financial departments’ different sections (financial, purchasing and contracts, salaries).

· Dealing with all requirements for Abu Dhabi Award for excellence in governmental performance. 



	
	May 2005-Aug 2006   Jordanian Pharmaceutical Mfg. Co.  
Amman-Jordan.
Validation Officer in Quality Assurance (QA) Dept.

· Implementing of GMP regulations during all pharmaceuticals manufacturing stages.

· Equipment Validation “Manufacturing equipment qualification” (including plans preparation, Protocols preparation, documents evaluation and review).

· Lab instruments qualification (including plans preparation, Protocols preparation & documents evaluation).

· Utilities “plant steam, compressed air, chilled water” qualification (including plans preparation, Protocols preparation and execution).   

	
	Jan- May 2005 Veterinary and Agricultural pharmaceutical company
     Amman-Jordan
Purchasing Officer:
· Communication with local and foreign suppliers (Request for quotations RFQ, all other communications regarding prices, technical issues, delivery, and payment methods).

· Purchase orders issuing for veterinary raw materials.

· All required documents for payment, and legal issues.

· Orders follow up until goods are received in stores.

· Preparing all required documents for ISO, and continuous vendor evaluation.

	
	Jan 2002-Dec 2004 United pharmaceutical manufacturing CO. 
Amman-Jordan

Purchasing Officer :
· Communication with local and foreign suppliers (Requesting quotations, all other communications regarding prices, technical issues, delivery, and payment methods).

· Purchase orders issuing for raw, packaging materials, laboratory instruments and chemicals, all manufacturing equipment spare parts and any new equipment required, using Oracle Application.

· Dealing with all required documents for the medicine registration in the ministry of health.  

· Ordering raw materials for special research projects, such as nicotine patches.

· All required documents for payment, and legal issues.

· Orders follow up until goods are received in stores.



	
	May- Dec 2001  Natural Resources Authority
  Amman-Jordan

Training period

· Different analysis (Physical and chemical) performed on minerals available in Jordan.

	
	

	Other Courses
	· Cleaning Validation

· International Computer Driving License ICDL

· Negotiation Skills

· Quality Control in Packaging

· Introduction to Quality Management system ISO 9001

· The art of dealing with suppliers

· Workshop on purchasing and tenders law no 6 /2008 for Abu Dhabi government

· Procurement management procedures

· Effective management of purchasing affairs

· Negotiation skills

· ISO 9001 internal auditing

· Lead auditor (ISO 9001)

· Excellence in tenders, specification, and contracts preparation and management
· Process Management         
· 6 sigma white belt 



	skills
	· Computer skills: Microsoft Office Software
· Team player
· Motivation
· Strong communication skills

· Result oriented

· Meeting deadlines and performing well under pressure

· Flexibility to perform various tasks
· honest, reliable, courteous, and adaptable, maintain confidentiality

	Languages
	· English and Arabic “Fluent In Reading & Writing”.



	
	·  Valid UAE driving license

· References available upon request
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