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VIMBISAYI 
Date of Birth : 27/03/1983

Gender : Male

Summary 
I am self-motivated individual who is a team leader/player and capable of handling challenging and demanding tasks. I have gained a great deal of experience and exposure in the fields of administration, warehouse control and transport management, that is, I have an excellent appreciation of the supply chain as well as a strong acumen in strategic business operations. The experience and exposure was part of the inspiration that led me to attain a qualification in Logistics Procurement and Fleet Management and hence gain knowledge on our local procurement policies and procedures
Key skills 
· Good and effective communicator , hard worker, dynamic , honest 
· Ability to work under pressure ,minimum supervision  work as part of the team 
· Excellent planning and analytical skills
· Good interpersonal skills and able to multi task
· Word , Excel ,Outlook and Internet Explorer
Work Experience

1. Transport ;  Logistics officer              Sept 2012-November2015
Duties
· Develop logistics along with support plans, budget requirements and deployment timelines for new operations.

· Develop logistical plans for current operations and logistics contingency plans.

· Develop and execute tools and methodologies to enable effective implementation of logistic plans.

· Design and develop standard operating methods to manage logistics operations efficiently.

· Ensure accountable, timely and cost-effective release of cargos along with personnel.

· Ensure all supervised staff members are trained as well as cross-trained adequately.

· Identify added logistic training requirements to attain high working standards.

· Coordinate and present logistics support to ongoing land and sea operations.

· Coordinate logistics activities related to procurement, funding and distribution.

· Develop and execute logistics support policy, processes and methodologies to general benefit of all mission units.

· Develop reports on material and personnel movements and various operational logistics problems.

· Guide and oversee performance of new and junior logistics clerks

· Update stakeholders on the status of their shipments in transit and monitoring shipments to ensure on time delivery
·  Responsible for making shipment arrangements for inbound and outbound.

	· Negotiate prices with logistic companies/shipping companies and freight forwarders to ensure availing the best market rate.

· Liaising with customers and sub-contractors and ensuring they deliver within agreed terms
2. Corrugated Products    Warehouse  Controller February 2006 to April 2012 

Duties
· Supervise day-to-day operations in a warehouse.

· Supervise loading and unloading operations.

· Prepare shipping documentation and other related paperwork.

· Supervise forklift and pallet jack operations.

· Order, receive and maintain equipment, materials and tools.

· Supervise counting, weighing and identifying of materials meant for shipment.

· Check materials against customer orders, picking lists and billings and develop annual department budget. 

· Check and verify materials in warehouse periodically and maintain records of equipment, materials and product.

· Ensuring that correct quantities were delivered to the correct customer.
· Conduct periodic stock take and reconcile stock systems accurately.
· Maintaining the warehouse is in the correct manner i.e. ensuring that orders were stacked properly in the warehouses and warehouse is clean all the time. 
· Ensuring standards of the warehouse were met and ensuring timely distribution of products.
· Ensure staff adheres to warehouse systems and procedures.
· Coordinate appropriately with other departments to ensure stock reorder levels.
3. Express  Financial  Services  Administration officer  2003 - 2008 

Duties
· Oversee and administer the day-to-day activities of the office; develop policies, procedures, and systems which ensure productive and efficient office operation.

· Provide assistance and support to the office principal in problem solving, project planning and management, and development and execution of stated goals and objectives.

· Supervise the work of employees in supporting roles, including assigning workload and monitoring employee performance.

· Oversee and facilitate resources management and administration procedures and documentation for the principal.

· Perform research and analysis on specific issues, as required, and independently prepare non-routine letters and/or reports, which may be highly sensitive and confidential in nature.

· Serve as the primary point of administrative contact and liaison with other offices, individuals, and institutions on operational and programmatic matters concerning the Office.

· Organize and facilitate meetings, conferences, and other special events; coordinate and attend committee meetings, and participate in committee discussions, as appropriate.

· Coordinate the disposition and/or resolution of individual problems and disputes involving staff and/or members of the general public, as they arise.

	· Oversee the operation of office accounts, and plan and monitor expenditures; as appropriate, develop and/or coordinate budgets for the office and associated accounts.

· Provide and/or oversee provision of staff support to the office, to include handling walk-up and phone interactions, maintaining calendars and travel arrangements, screening, analyzing, and responding to incoming correspondence, handling day-to-day problems and situations, and provision of secretarial support.

· Provide assistance in the understanding and interpretation of policies and procedures, as appropriate, and ensures that office operations are in compliance with policy provisions and standards.

· Assisting in the coordination, supervision, and completion of special projects, as appropriate.
4. MTJ  Hyper Markets               Bakery and Dehli Supervisor       2000- 2003

Duties

· Ensure freshness of all bakery items and food in a bakery.

· Ensure cleanliness and hygiene in the bakery premises.

· Greet customers and provide quality personalized service.

· Coordinate with stores manager and other bakery staff in serving customers.

· Maintain and control inventory of baked items.

· Replenish food items according to the customers demand and needs.

· Ensure that bakery items are baked or cooked according to the customers’ tastes and needs.

· Ensure that nutritional values are not lost in baking, processing or cooking items.

· Ensure deliciousness in baked items to attract customers.

· Ensure compliance of all food processing laws and regulation

EDUCATIONAL QUALIFICATION / CURRENT STUDIES 
Professional Qualifications
ALDN  2011-2012 Diploma in Logistics procurement & Fleet management        2.1
· Fundamental   and theories of logistics procurement and fleet management 
2.1
· Logistic Procurement and fleet management in the global concept 

2.2 
· Strategic operations, logistics and Fleet Management 


             2.1
· Warehouse management, purchase and supply chain 


             2.2
· Information Communications Technologies and Modern tracking systems  
2.2
· Tendering and Contract Management 




             2.1
· Field Work Support System and Networks 




2.2
· Reporting procedures and fundamental documents 



2.1
· Project 








2.1
Institute of Chartered Secretaries and Administrators (CIS) •


•
Financial accounting 1 






Pass 

•
Financial Accounting 2






Pass 

Academic Qualifications

2000- 2001 GCE Advanced Level 






1996 -1999 GCE Ordinary Level
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