OBJECTIVE:

To use my evaluative skills and experience towards the growth and advancement of the organization and my own
EMPLOYMENT PROFILE
· Petroleum DMCC- Dubai-  Oil Trading- Commercial Operations

     Sep,2013 – Present

Roles and Responsibilities include:

· Prepare & review sale/purchase contracts

· Assist chartering manager with the pre-fixture analysis and freight & demurrage calculation

· Assist in vessel hiring (Time Charter as well as spot charter) and reviewing Fixture Notes / Owners Agreements and Stowage.

· Prepare and send voyage orders to master for compliance and following up with the vessel master/owners for compliance

· Manage stowage plan with master for cargo quantity optimization

· Prepare & send inspection appointments to inspectors and agency appointment to the agents.

· Prepare documentary instructions in line with letter of credit requirements to suppliers

· Closely monitor loading and discharge operations and liaise with ship/terminal/agents/cargo inspectors for efficient operation

· Manage company’s TCs including bunkering / deslopping and voyage economics calculations

· Monitoring of TC’s performance (speed and bunker consumption) and follow up on the performance claim if any.

· Arrange insurance cover for cargoes, loss of hire and AWRP/KNR as required

· Ep-cm (SAMIR Refinery, Morocco; Oil & Energy Company) , Office Manager       May, 2007– June  , 2013
· In charge of office administration including maint

· Arranging Employment Visa’s and Work permit.

· Managing Insurance (a) Health insurance (b) Vehicle Insurance (c) Office Insurance.

· Renew Company Office Contract and Staff Tenancy Contract.

· Self- correspondence, emailing, sending telex messages and handling the office in absence of Director independently.

· Responsible for maintaining and ordering office supplies.

· Making complete travel and hotel arrangements for seniors.
· Poerner Company- Morocco- Oil & Energy Company- Administrative Coordinator         Aug 2006 – Apr 2007

· Close supervision on daily function of staff

· Perform job interviews

· Deal with employments visa’s and contracts.

· Maintain Staff leave and gratuity register

· Prepare budget and yearly report on admin expenses

· Receiver of all company important mails and documents.

· Responsible for completing all necessary documentation and formalities with respect to Company’s Legal Activities.

· Manage all company correspondence

· Maintaining Petty cash account and monitoring all receipts and payments.

· Reporting total monthly indirect and direct expenses to the Management.

Education
· January- 2015:


  Oxford
  Certificate of Oil Trading Orientation 

· 2011-2012:

             MMBS School, Morocco
   Bachelor of Productions & Logistics

· 2003-2006:


   Hassan II University, Morocco
   University degree of applied foreign   Languages-            English Business & trade

OTHERS

Computer Literacy: MS Windows, MS Office, Thomson   Reuters Software, Netpas Estimator software, MS Outlook, Email & Internet.

Language competency:

English:
 Fluent

French
:
 Good

Arabic
:  
 Native Speaker

German:
 Basic Knowledge
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