SAIFULLAH MU
Present Address- PO BOX NO. 264 DOHA QATAR
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E-mail Address - saifsemri@gmail.com, saifshulah@yahoo.com
Home Address - Semri V.D.C. Tilaura Kot-2, Post Taulihawa Distt. Kapilvastu, Nepal
Nationality - Nepal 

Qualified Positions – Logistic Supervisor
OJBECTIVE
“Looking forward to a challenging work environment commensurate with my knowledge and experience and would appreciate an opportunity to utilize my abilities and skills.”
CURRENT WORK PROFILE
Order fulfillment Management:-
Purchasing  
1.      Supplier qualifying process for lighting suppliers, travel agencies, airlines, hotels, service, forwarding companies and others as required. 
2.      Price Negotiation with local and foreign suppliers for favorable terms, conditions and competitive pricing
3.      Price costing and analysis   

4.      Process Pro forma Invoice, PO creation and Order placing   to various suppliers worldwide; and obtain order confirmation as per committed delivery date to client. 
5.      Preparation of contracts and/or agreements with local and foreign suppliers; and monitor supplier compliance to said contracts and agreements
6.      Purchase of office supplies, office equipment, service and other office related purchases. 
Logistics

1.      Freight Cost Management - Ability to negotiate competitive freight cost with freight forwarders and arrange the shortest transit/delivery lead time.

2.      Order Delivery Planning - Ability to analyze and prepare logistics project delivery plans/chart to meet committed delivery dates.
3.      Estimate freight cost by air or sea as basis for pricing purposes  
4.      Knowledge in customs clearance, general procedures and documentation.

5.      Knowledge in freight forwarding by air/courier, sea and road.
6.      Knowledge in Letter of Credit. Verifying documents as per LC requirements
7.       Coordination of air, sea and by land importations with suppliers and forwarding companies.
8.      Order Fulfillment Tracking - Ability to liaise and coordinate with purchasing, sales, accounting  up to shipping lines, airlines, forwarders and suppliers worldwide in the fulfillment of an order from “Pro- forma Invoice”  to “Delivery Note” to client or Store.
9.      Stock Control for store and showrooms
10. Process return and/or replacement materials from the preparation of the Irregularity Report to coordination with forwarder and supplier; fulfillment of requirements for claims if any. 

11. Process re-export materials for replacement or re-order.
SKILLS AND EXPERTISE
Special Skills
·   Fluent in Arabic and English language

·   Verbal and written communication skills

·   Translation from Arabic,Urdu to English and vice versa
·   Interpreting in Arabic, English, Urdu and Hindi

·   Formal knowledge in Arabic culture and literature
Inter-personal Skills 
· Outstanding work ethics and positive driven individual
· With good leadership ability but can also  work with a team
· Can work under pressure

· Possessing high-level of self- discipline and responsibility

· Able to handle busy office with multi- national personnel, can prepare the internal and external business correspondences including letters, faxes, meeting agenda and minutes of meetings
· Having excellent organizational and interpersonal skills, a strong work ethic 
Other Skills
·  Excellent computer proficiency MS Word, MS Excel, MS Access, PowerPoint,  MS Outlook, Coral Draw, Page maker, Adobe Photoshop and Internet)

· Can operate any office related machines (Photocopier, fax, scanner, etc)
· Logistics planning,  systematic and highly organized
· Freight Costing and Analysis
PROFESSIONAL EXPOSURE
· More than 7 years of experience as Logistic and Purchasing Supervisor, with executive works for the Executive Dept. as additional duties and responsibilities.   
· Full experience in purchasing (place orders and following up with foreign suppliers)
· Full experience in “freight cost negotiation” achieving the most competitive rates, and arranging logistics delivery plans from various countries worldwide to ensure timely pick-up from supplier to delivery of shipments to client.
· Full experience in executive assistance works.

WORK EXPERIENCE
Executive Assistant- Al Shulah Electrical Equipment Doha Qatar, (2007-2012)
For Operation Works:  
· Updating the Logistic chart of project and stock both on a daily basis by collecting data from the supplier as well as forwarders about the production of materials, mode of transport, shipment time, collection of materials, estimated time of arrival etc.

· Providing shipment detail to the sales dept, Branches, Accounts and delivery department

· Following up with all of our showrooms to place new stock order (especially under supervision of the Chairman and the vice president)

· Preparing related documents to issue the foreign visa for our administrators

· Booking the hotel/ticket for all company staffs and chairman’s family and following up with tourist and travel offices.

· Checking email of administration office, forwarding it to concern person and following up/replying it accordingly

· Preparing minutes of meetings

· Working under supervision of President, vice president, CEO and Finance manager of the company

· Coordinating with company custom representatives for the shipment clearance
· placing lighting orders and confirm the same to our foreign suppliers like Italy, German, Spain, UK, China, Hong Kong etc. and following with our freight and forwarders for the same, also my responsibility is to send shipment price inquiries to the freight companies and compare the prices and finalize the same.
For Executive Works:

· Other secretarial works for the Executive Dept.

· Office Administration - Manage incoming and outgoing calls and e-mails, arrange
office and other office supply requests, coordinate system and email problems and other office administration works
· Business Letter preparation in English and Arabic  - Prepare business letters, Agenda, Minutes of the meeting and other related documentation 

· Arrange visa, hotel and ticket bookings for management and staff

· Support to Managing Director, CEO, Operation Manager and Finance Manager in their daily office works
· Secretarial works such as setting meetings/appointments, report preparations and data gathering for Management review/analysis 
· Selected member for company ISO certification process
OTHER EXPERIENCES
· Three years part time Job experience of Arabic –English and Urdu Translation

· Four months experience in Call Centre (out bond process)

· Worked with Genuine Publication and Media Pvt. Ltd Nizamuddin New Delhi India as Assistant of the CEO.

TECHNICAL QUALIFICATION
· Having knowledge of computer fundamentals, Windows, D.T.P., Tally accounting, Internet, MS-Word, MS- Excel and Microsoft Out Look etc.

· Passed Diploma in Computer Application & DTP from NCPUL GOV Of India New Delhi India 2006.
ACADEMIC QUALIFICATION
·  B.A. (Hon) Arabic Literature & Culture from Jamia Millia Central University New Delhi India in 2006

· M.A. Arabic previous only from Jamia Millia Central University New Delhi India in 2007

· Passed Sanvia (Islamic Studies) from Jamia Salafia Varanasi, India in 1999

· Passed Al Almiah (Islamic Studies) from Jamia Varanasi UP India in 2002

· Six months Diploma in English Translation & Grammer from Jamia Millia Central University New Delhi India in 2004.

· Diploma in functional Arabic from NCPUL Gov of India in 2006

OTHER TRAININGS AND ACTIVITIES
· Having passed ‘B’ Certificate of N.C.C.(National Cadet Corps) from New Delhi India
· Have been NSS (National Service Scheme) member during college time
· Participated in 21 days Teacher Training Course organized in 2006 Summer Vacation by Jamia Millia Education Dept.
· Internal Auditor Training from Qatar Quality Plus in Feb 2014
· Attended and coordinated Show room sales training 10-11 May 2014 Organized by Al Shulah
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