	[image: image1.png]XGulfjobseeker.com

Helping you to search bestjobs & talent since 2002!




	


[image: image2.png]












PERSONAL PROFILE:  
  Date of Birth

           :  12th .June. 1977

  Language known
                     : Arabic, English, Hindi. 

  Marital Status

            : Married.

  Nationality

                     : Sudanese.

OBJECTIVE:
Seeking a challenging position in an environment at where my knowledge and skills can be utilized and used into practical solving applications and to be brought up in the best interest of the organisational overall. 

EDUCATION:

PUNE UNIVERSITY INDIA
BACHELOR OF COMMERCE 

(2000-2003)
Special Subject:
· Business Administration.& Human Resources
HIGH DIPLOMA

UNITED NATION STUDY
(2003-2004)
Special Subject:-
· The World Bank Group (IBRD-IDA-IFC.MIGA).

·  United Nation Development Program (UNDP).

ADDITIONAL QUALIFICATION:
 COMPUTER COURSES



( Computerized Financial Business Accounting.




( Tally.
  DATABAS MANGMENT.

                                    ( Access. Word , Excel and Power Point 
PERSONAL EXPERIENCE 
· Fluent in Arabic with a solid understanding and knowledge of English 

· Excellent troubleshooting, problem solving, time management & communication skills

· Dedicated, self-motivated person; work well alone or as an energetic team member

· Hard workers.

Skills:
· Supply chain management
· International logistics
· Budget management
· Operational logistics management 
· Microsoft Skills (Excel, Word,    PowerPoint and Access).
· Team Leadership.
· Transportation Management 
· Inventory Operations and Maintenance.
· Tracking stock
· Strategic planning
· Time Management Skills.
· Cost Saving
WORK EXPERIENCE:
 Employer name:  Confidential
Logistics Officer
September 2009 - August 2013
Working professionally as logistic coordinator oversees and manages the aspects of logistic process of the organization. Some of the typical responsibilities of a logistic coordinator include supervising packing products, delivery of products to customers, loading and unloading of raw materials. One can apply for the position in warehouse, purchasing and sales department. 

 Key Areas of Expertise (Skills and Knowledge):-
· Coordinate the outgoing and incoming shipment in estimated time by contacting shipper and clearance agent. 
· Monitor food in transit and produce a weekly report on the same. 
Contact Customer procurement department to arrange the date of delivery. 
· Prepare shipping documents (B/L, Invoice, COO, Packing List etc.)For clearance. 
· Documentation for logistic database. 
· Attesting some papers by governmental sections. 
· Governmental / commercial follow up on paperwork. 
· Monitoring the quality, quantity, cost and efficiency of the movement and storage of goods. 
· Coordinating and controlling the order cycle and associated information systems. 
· Analyzing logistical problems and producing new solutions. 
· Developing business by gaining new contracts. 
· Ensure that WFP commodity management standard systems are properly maintained at the warehouses and any discrepancy is reported timely; 
· Assist in control incoming goods both food and non-food commodities by such methods as physical counts, random weight checks, rejection of any spoiled commodity, reconditioning of underweight bags, etc .

· Updated stack cards accurately and instantly ensuring quantity on the stack matches the quantity on the stack card; 
· Prepare the delivery of goods upon request of the storekeeper and against official and approved documentation. Food is loaded only upon presentation of a loading authority signed by the warehouse manager. 
· Timely report and, in consultation with the storekeeper, undertake re-bagging/re-packing, reconstitution and segregation of damaged food. 
· Collaborate with all management to develop continuous improvement methodology and use key performance indicators to drive/quantify cost optimization while maintaining customer quality/service 
· Ad-hoc tasks that are related to public relations. 
DAL GROUP- DAL Dairy Factory
Logistics Supervisor ((Overseas & Local) 
January 2007 - August 2009.
 Responsible for all on site aspects of the logistics, supply chain, and customer delivery operations. In charge of making sure that each stage of the distribution process is progressing on time, on budget and to the right quality standards. 
--- FOR EXPORT OUT DUTIES: 
· Execute all finished goods exports sea shipments. 
· Prepare shipping documents (Invoice, COO, Packing List etc.). 
· Prepare shipment details, get quote and book containers. 
· Co-ordinate with the forwarder on dangerous goods approval for sea shipment. 
· Co-ordinate with Production & Warehouse on the availability of products and get container release for loading.
· Execute all the procedures for sea shipments especially external inspections if any before loading the goods. 
· Check and correct B/L Draft for sea shipments, follow up with forwarder and send to distributors on time with other shipping documents. 
· Communicate with Forwarder/shipping line agents to track the export containers arrival/sail on time after loading. 
--- IMPORT IN DUTIES: 
 

· Oversee the logistics requirements of the project; daily truckloads, trips and material quantities.
· Insures proper documentation, including transit documents and customs clearances, exists for shipment 
· Prepare all necessary data entry and confirmation of key milestones 
(departure, arrival, customs clearance, PODs, etc.) as specified by Customer 
Standard Operating Procedures. 
· Coordinate with the Logistics Manager of the client as well as the contractors. 
· Ensure the operations' compliance with the latest legislative requirements on health & safety 
· Ensure the project's adherence with local port procedures (Marine Life 
Protection Act, etc.) 
· Ensure all necessary documentations, instructions and correspondences 
related to logistics will be issued in a comply with local road safety and vehicle inspection requirements. 
· Assist audits of vendor invoices and month-end processing to incorporate 
finance accruals. 
· Supervising the completion of all checks and documentation required by law. 
· Monitoring and tracking the flow of goods into the warehouse.
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QATAR CONSULATE

HR / ADMINSTRATIVE ASSISTANT 

2003-2006
In charge of organizing, prioritizing and delegating tasks effectively to ensure that all administrative work is managed competently, and in accordance with the companies changing priorities and deadlines.

 Work duties:-
· Providing administrative support to the consulate, including organization of council schedule, booking meetings, catering and travel.
· Coordinating all clerical staff & utilizing office equipment effectively.

· Creating and implementing new administrative systems.

· Organizing induction programmes for new staff.

· Recording office expenditure and managing its budget.

· Coordinating meeting and networking events.

· Developing and maintaining office systems, including data management and filing system

· Maintaining office equipment & arranging any repairs or replacements.

· Supervise the recording (inventory), disposal and transfer of office assets for office; evaluate, on a regular basis
· Ensuring that all health and safety policies are observed.

· Reporting on office performance to directors and senior managers.

· Ordering stationery, office equipment and furniture as required.

· Analyzed and organized work processes and procedures 

· Directed, allocated, monitored resources 

· Designed and implemented data management systems 

· Liaised with partners, vendors, clients and external accountants 

· Maintained control of assets and inventory 

· Supervised office support staff
TRAINING EXPERIENCE:
· TIME MANGEMENT TRAINING.(UNWFP)

· ADMINSTRARION WORK SHOP.(UNWFP)

· OVERSEAS PROCUREENT ( 06-19 MAY.2012).

·  PROFESSIONALISM IN LOCAL PROCUMENT (16-19 JULY.2012

· UN MODULE ON PREVENTION OF HARASSMENT.

       - Sexual Harassment and Abuse of Authority in the Workplace
                                                                                             

Musab


CV No: 1088040
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