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EXECUTIVE SUMMARY
Results driven and self-motivated and Administration Professional with 8 + years UAE experience with multinational and private companies; strong work ethic, staff management & leadership skills and possessing the confidence and the proven record to work independently or as a part of a team; excellent in multitasking, organisational, analytical, interpersonal, confidential in information, and communication skills as well as a thorough knowledge of the industry and reporting standards.
STRENGTH & COMPETENCIES

·  Planning & Scheduling.
·  Monitoring the Inventory.

·  Distribution of Materials.


·  Vehicle Management.

·  Administration.
·  MIS Reporting.


PROFESSIONAL EXPERIENCE
Position
: Logistics coordinator                                                       
Period
: December 2007 till date 
Employer
: Deltachem Middle East LLC. Dubai-UAE
· Receiving incoming materials by checking and comparing against requisitions and LPO copies.

· Checking the materials as per the Purchase orders description & ensuring that the materials are in good condition at the time of receiving & accordingly preparing the GRN (Goods Receipt Note).

· Preparing the Delivery order, Invoices & SIV (Store Inward Voucher) as per the request of the concern department.
· Planning, Scheduling & Delivering as per the request of the clients.
· Reporting and discussing with various departments the availability of materials in store with regards to material issues. 

· Responsible for managing the loading of vehicles, completed stock and load bay area.

· Monitoring the inventory levels and reporting any deviation from plan and implement corrective actions wherever applicable.

· Responding to all customer complaints or queries in an efficient manner.
· Conducting disciplinary, capability and grievance investigations and taking appropriate action to address any failings.

· Planning & coordinating with the drivers accordingly ensuring that all the material are delivered as per the planned schedule.

· Maintaining a First-In-First-Out stock system in excel sheet of all materials in the store. 

· Managing timely issuance of materials as per required by all departments concern as per work schedule.
· Securing the smoothness of Inventory stock in the store.

· Maintaining MIS report for Stock Inventory every end of the month which will be submitted to Accountant on monthly basis. 

Position 
: Sr. Executive – Logistics & Stores
Period
: Sept 2004- Sept 2007
Employer 
: Al Ghurair Group
· Planning and scheduling the delivery of goods.

· Maintain and update stock inventory records and location of goods.

· Checking the packing at the time of acceptance of materials & dispatching of material.

· Responsible for managing the loading of vehicles, completed stock and load bay area.

· Monitor inventory levels and report any deviation from plan and implement corrective actions where applicable.

· Maintaining regular contact with major customers accounts.

· Conducting disciplinary, capability and grievance investigations and taking appropriate action to address any failings.

· Responding to all customer complaints or queries in an efficient manner.

· Ensured that all drivers work to established driving time directives.

· Handled all incoming and outgoing correspondence with clients.

· Made sure that all customer orders are correctly taken.

· Responsible for all of the dispatching, routing, and tracking of delivery vehicles.

· Effectively managing vehicle and fleet resources to ensure deliveries reach customers on time.

· Resolving repair and maintenance issues of customers. 

· Maintaining proper record of flow of material. 

· Helping in procurement planning & procurement of spares

Position 
: Executive Administration 
Period
: February 1998 – August 2004 

Employer 
: Navadeep Enterprise Goa-India.

· Plan, organize and ensure proper cleanliness of the office premises in. 

· Identify and negotiate contracts for proper upkeep of office premises. 

· Monitor performance of the various contractors to ensure a clean & hygienic work place. Ensure timely procurement of cleaning materials, toiletries etc. 

· Ensure alert security system, selection of security agency, renewal of contract ensure surprise checks, testing of security system, ensuring fire fighting training and demo are done every 6 months. 

· Draft policies and adherence to system. 

· Identify and negotiate with brokers for GH in the good location with good facilities like transportation, market, hospital etc. Drafting of policies and instructions, ensuring the guest house is clean and well maintained. 

· Ensure that all utilities required for smooth functioning of the office such as Electricity, Water supply, Air-conditioning, DG set, PA system, CCTV Cameras as well as office equipment Vending Machine, Shredding Machine, Photocopying machines etc. and office furniture are maintained effectively. 

· Identify & negotiate contracts for the regular maintenance of all utility services. 

· Preparation of AMC calendar for preventive maintenance for utilities / office equipment / furniture so as to minimize breakdown as well as improve the life of equipment. Ensure that all cases of breakdown are attended to at the earliest to ensure minimum TAT. Monitor & ensure timely payment of bills for use of utilities such as electricity, water, etc.

· Purchasing of things as per the requirement and approval of the management, procure as per the policy of the company. Preparing comparative statement, getting samples, negotiating with vendors, preparing of purchase order.
ACADEMIC QUALIFICATIONS
Degree
: Higher Secondary School Certificate (Commerce)
                                
University
: Goa University, India.
COURSES, TRAINING & WORKSHOPS
· Diploma in information Technology.@ Manipal Institute of computer education.

PERSONAL DETAILS
	
	


	Name In Full
	: Faiyaz Sha

	Date Of Birth
	: 12th Aug. 1976

	Nationality
	: Indian

	Religion
	: Islam

	Marital Status
	: Married

	Languages Known
	: English, Urdu, Hindi, Konkani, and Basic Arabic.


Driving License
                 :  UAE Driving License.

PASSPORT DETAILS

	
	


Passport No
                 : J-6478443

Place of Issue
: Dubai-U.A.E.

Date of Issue
: 21st May 2011

Date of Expiry
: 30th May 2021

Visa Status
: Employment. ( Canceled )
DACLARATION:

I hereby declare that the information given about is true to the best of my knowledge. Given an Opportunity, I assure the authority that I shall discharge my duties and responsibilities with ability, industry and integrity.
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