	CV

	Ali Emre Kublay

No: 3  D:18 

Çubuklu Evleri Soğuksu  Paşabahçe BEYKOZ

ISTANBUL – TURKEY
 
 Home phone:   +90 216 4252604
Mobile phone:  +90 535 3904996 
aekubi@hotmail.com  
	 
 
Sex : Male
Date of birth : 03/03/1983
Marital Status : Single
Citizen : Turkey
 
Driving license : B

	

	CAREER GOAL

	 
I want to develop in logistic, export, import and any kind of organization.
 

	EDUCATION INFORMATION

	University
	Istanbul University –  Turkey – Business – 10/2002 – 07/2007 

	High School
	Galatasaray High School – ISTANBUL - - Turkey – – 09/1994 – 06/2002 

	EXPERIENCE

	07/2014 – 04/2015
Yapıray Demiryolu İnşaat Sistemleri San. Ve Tic. A.Ş.

(Algeria)
	Position: Chief of financial and administrative affairs
Job description: Responsible from all the affairs related to the foundation of the firm in Algeria

Administrative affairs management;
Providing the needs of Turkish staff
Hunting apartment, installation the apartments for Turkish staff
Control of apartment’s equipment and fixture

Control of the factory’s fixtures

Guarding administrative documents

Guarding commercial instruments

Document’s legalization procedures

Up-to-dateness of the legalized documents

Financial affairs management;

Establishing cash account for Turkey office accounting

Establishing cash account for Algerian government

Managing bank operations

Controlling any kind of money input and output

Opening CEDAC (foreign currency) and INR (for specific project only) accounts 

Writing checks

Controlling checks and cash balance in bank accounts

Ordering wire transfer

Deposit salaries of the local personnel

Controlling of G50 (monthly tax return) and its payment
Surveillance of the cost of consumption of vehicles’ fuels

Controlling IRG (annual tax return)
Controlling trail balance

Forming monthly expenditure demand 

Relationship management with Yapı Merkezi;

As the subcontractor of Yapı Merkezi we have to talk every step with YM. That’s why my job is;

Management the relationship with YM’s HR, cost control, financial affairs, administrative affairs, progress payment, purchasing departments

Purchasing affairs;
Cash purchasing for low price equipment, market price research

Supplier research for high price equipment 

Bargaining on price and payment term
Staff affairs;

Hiring staff
Termination employment contract

Tally control

Control of procedures for staff who quit
Control of duration of employment contracts

Control of process of prolongation of visa, departure – arrival, work permit, residence permit of Turkish staff

Payroll’s control of Turkish staff (in case of more or less deposit for their overtimes)

Purchasing plane tickets for Turkish staff

Preparation of work quota by complying Algerian law

Control of annual leaves

Control and surveillance of medical reports and permission slips of local staff

Control of the preparation of local staff’s salaries


	07/2013 – 04/2014

MİMKO Insaat ve San. Ltd. Şti.
(Algeria)
	Position : Translator

Job description : Translation of documents, packing lists etc. from Turkish to French and from French to Turkish

Aiding in communication for the Turkish and Algerian staff with each other
Interpreting at the office meetings

Position : Account Control & Organization & Coordination

Job description : Control of the accounting of the Algeria center office

Control of accounting documents from projects
Writing and registering checks

Registering cash account

Control of the cash flow

Control of the projects cash accounts
Internal accounting control

Coordination between projects and Turkey office accountings
Bill’s control

Organization of monthly money and check demands of the projects and Algeria center office

Control of bills’ payments

Control of CNAS & CACOBATPH (health insurance and accumulated annual leave) payments
Control of G50’s (monthly tax returns) preparation and payment 

Rearrangement of the retrospective digital and physical accounting archive
Payments of the Algeria center office staff salaries
Control of the firm bank accounts to have enough money to cover checks

	08/2011

Galatasaray Sport Club – ISTANBUL, Turkey

	Branch: Water polo
Position : Manager

Job Description : Managing the relationships between LEN, federation, player, board and pool facility, 

Planning and executing sport organizations,
Represent the club at home and abroad organizations,

Control of the income and expense budgets.


	01/2008 – 08/2008

Galatasaray Sport Club – ISTANBUL, Turkey


	Department : Equipment & Sponsorship
Position : Sponsorship competent
Job description: To follow up the responsibilities of the current sponsorship agreements,
Preparing new sponsorship packages for all the branches except football, and presentation those packages to the firms. 


	07/2004 – 08/2004 

TEB Investment – ISTANBUL, Turkey
 
 
	Department : Finance 
Position : Intern 
Job description : Internship  in sections Turkish clients, branches, treasury, technique analysis and  basic analysis.

 

	07/2005 – 08/2005 

TEB – ISTANBUL, Turkey
 
	Department : Treasury 
Position : Intern 

Job description:  Internship in sections F/X, TL, Bond, CRM 


	CERTIFICATE INFORMATION 

	15/07/2007
 
 
 
 
	Foreign Trade Certificate 
Institution : ITEC
Subject : Every component about foreign trade

	01/03/2002
 
 
 
 
	Stock Exchange Participation Certificate 
Institution : Ekinciler Investment
Subject : Stock Exchange

	COMPUTER INFORMATION

	MS Word
MS Excel
MS Power Point
MS Access
Foreks
Euroline
Reuters
Adope Photoshop
Adobe Acrobat Pro

Nitro Pro

	FOREIGN LANGUAGES INFORMATION 

	French
	Reading: Very Good, Writing: Very Good, Speaking: Very Good 

	English
	Reading: Very Good, Writing: Very Good, Speaking: Very Good

	İtalian
	Reading: Good, Writing: Low, Speaking: Low

	SPECIAL ABİLİTİES 

	I played water polo since 1996 in İYİK, ASSK and Galatasaray. Between 2003-2006 I was the captain of Istanbul University water polo team. Between 1998-2004 I played in  junior, young, and senior national teams. 

	HOBBIES

	Aquarium fishes
Musique
Cinema
Special course

	CLUBS MEMBERSHIP

	Galatasaray Sport Club
Galatasaraylılar Derneği

	REFERENCES

	It will be revealed in case of demand

	
	
	
	


 
