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Objective

	
	A motivated Professionals Capable of Handling a Wide Range of Administration Functions and Consistently Producing Top-Quality Works Combine Excellent Organizational Skills with Hands-on Technical Knowledge Superior Memory for Details and a Strong Work Ethic. Work Effectively in a Fast-Paced Environment and Consistently Prioritize Tasks and meet Deadlines. Excellent Interpersonal Skills, Initiative, Attention to Detail, and Follow-Through Skills.


	Work experience

	
	July 2011 Till Date.     
Al Wasl Sports Club                                                               Dubai, UAE
Company Profile:

Located in zabeel, Dubai – Al Wasl Club is one of the UAE’s leading sports clubs. It has the largest fan base in the country and a rich history full of championships and trophies. Club includes eight games (football, handball, volleyball, basketball, table tennis, athletics, swimming, tennis). Some of the most famous names in the club's history are: Fahad Khamis, Nasser Khamis, Zuhair Bakhit, Ismail Rashid, Hassan Mohammed, Khalid Darwish, Fahd Abdul Rahman, and many others.
Purchasing& Contracts Manager

Job Profile:

· Coordination of efforts with the various organizational units regarding their services and materials needs.
· Development of bids and proposals and publishing in accordance with the approved procedures in order to ensure complete neutrality during execution.
· Negotiation of contracts with suppliers to reach best prices and ensure competitive pricing.
· Issuing approved bids purchase orders after approving the required budget from financial affairs
· Issuing and execution of contracts and company's approved purchases.
· Receipt of supplier’s invoices and auditing in accordance with approved bids prior to submission to department of finance.
· Coordination with department of finance regarding supplier’s financial adjustments.
· Preparation of periodic reports with respect to supplier’s purchases and submitting to commercial manager.

· Review purchase contracts in accordance with the laws to ensure the protection of rights of all parties (the company and suppliers).
· Contribute to the preparation of the annual procurement plan.

Nov 2005 Till July 2011.     

Juma Al Majid for Electromechanical Works.                Dubai, UAE
Company Profile:

 Juma Al Majid for electromechanical works is one of the companies of Juma Al Majid Group (a leading Electro-Mechanical Works in UAE). 

It is one of the foremost Suppliers & Turnkey Contractors with engineering capabilities to match the best international standards of quality & reliability for medium to large projects including Central Air Conditioning, Plumbing Woks, Electrical & Switch Gear, Low Voltage, Fire Alarm & Fire Fighting, and Refrigeration& Special Systems.

Acting Purchase Manager

Job Profile:

· Handling all the affairs related to the purchase of the electromechanical works Divisions 

· Control the material received in the stores.
· Dealing with banks & shipping Companies.

· Foreign suppliers' payment.

· Preparing payment journals.

· Preparing L/C monthly reports.

· Performing all works related to import.

· Team leading

· Training the staff on the new purchase module.

· Evaluate the suppliers.
May. 2004 till Aug. 2005: 

Afia International Co. (Part of Savola Group – Sauidi Arabia).      Jordan, Amman.

(Oil Field)
Company Profile:

The Savola Group is a Saudi public listed company and one of the largest diversified conglomerates in MENACA region (Middle East, North Africa and Central Asia) managing a wide portfolio of businesses. The company was established in 1979 with an initial SR 40 Million Capital & grew significantly in subsequent years to SR 5 Billion. It is now one of the most successful and fastest growing multinational food groups in the Gulf and the Middle East Region, North African and Central Asian countries (MENACA), and has a wide portfolio of businesses including three core sectors (Foods comprises of Edible Oils, Sugar and Noodles/Pasta, Retail and Plastics. The Group also has significant investments in leading publicly-listed Saudi companies, investment funds and real-estate businesses.

Purchase Coordinator
Job Profile:
· Preparing the Purchase Order (Foreign & Local).

· Preparing Raw Material, Requirement Which Company Needs.
· Looking for New Supplier with Lower Cost, High Quality and Good Delivery...etc.
· Preparing the Financial Issues as (L/C, Transfer, CAD, Check…etc & Clearance Issues.

· Preparing Classification for the Supplier (A, B, C) Depends on Measurement of Samples as (Received Quantity, Quality, and Delivery.


	Education

	
	1998-2002            Yarmouk University.
Irbid, Jordan.

Bachelors in Markiting

1997-1998            Al Sabbah School.
Irbid, Jordan.

Percentage Average 86.6


	Professional Training Courses

	
	Oracle, Microsoft Office
Time Management  Feb 2005

	

	Language

	
	Speak, Read and Write both English & Arabic Fluently.

	merits

	
	Hard Worker, Good Team Worker, Listener, and I Would Like to Gain any New Information, Good Negotiation.

	RewardS

	
	Employee of the Month in May 2005:

Reduced the Cost of Raw Material on the Company

	
	

	Personal Information

	
	· Marital status:    Married

· Nationality:        Jordanian

· Date of Birth:    05 May, 1980
· Driving license:  Holding a valid UAE driving license.

· Visa:                  UAE Employment Visa

	

	
	


