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CURRICULUM VITAE

Razzaq Ahmed                                                                                                                                   
Tel Mobile # +965-6608-0586
Email: rq.gulf@gmail.com 


           
Objectives:

A career in a growth oriented organization, which appreciates hard work 
and richly rewarding it. The job reflecting on my Administration/ Scheduler, 
Transportation Supervisor & Operation Supervisor. Expertise
Career to Date:
ANHAM (Operations Supervisor) PV Project USA Army. (AUG- 2010) 
· Responsible for coordinating and synchronizing missions to the site transportation officers and customer service representatives from the operations work center.
· Tracks progress, update/validates all stages and on time completion of various class I mission requirements to update and track all information for each asset/driver/delivery per mission from dispatch to mission completion through the ANHAM SAP Electronic database.
· Maintains the Daily, Weekly and Monthly Truck Movement Status Records and Reports & Issues a daily consolidated mission tracker (Trucks in Theater), Joint Distribution Board (JDB) sides and other accompanying report as per contract requirement in conjunction to the agreed specified reporting hours.
· Correctly communicates all movement reporting for all sites and distributes to the assigned POCs in a timely manner. 
· Handel the task of planning loading areas for each order to facilitate efficient workflow.
· Invoice, Order update, local market request, drivers information, trucks information & status.
· Preparation and Maintenance of all documentations like waybills, delivery ticket, and truck manifest electronically and print to be issued to drivers as per contracts requirements.
· Updating manual mission tracker which we are using for our backup data if emergency we lose data 
from software SAP.
· Reports to the Operations manager and other functional department managers as directed by the director of Iraq operations.
Agility Logistics – Operations Supervisor (HL-VI) Project (2007 till AUG- 2010) 


· Coordinate convoy movement with the U.S. Military, Contract Personal and accordance with timelines set.

· Lead, direct and manage inbound and outbound operations to ensure that the operations staff executes service agreements at, or above the customer's standards.

· Responsible for validation of Operations report on a daily basis which is to be send to the Operations Manager, project managers and to U.S. Army. 

· Plan, organize, coordinate, prioritize, assign and evaluate the work of subordinate employees.

· Plan and develop systems and procedures to improve the operating quality and efficiency.

· Ensures a smooth transition to the destination point.

· Recommends changes to operational procedures and practices as required. 

· Provide onsite information to the Operations Manager to facilitate smooth operations with regards to road conditions, routes, and ease of access of agility assets to the logistical Hubs in Kuwait & Iraq.

· Timely assimilation, maintenance and dissemination of account able documents. 

· Notifies the Operations Manager in the event of an emergency or a serious situation with regards to transportation operations. 

· Analyze data, Track trends, and Reports discrepancies in vehicle movement. 

· Coordinating other projects dealing with Heavy Transport Logistics for Private contracts outside the U.S. Military. 

· Allocation of job responsibilities to Operations Staff.

Agility Logistics – Work as a Scheduler & Transportation Supervisor (2005 till 2007)

· Ensure systems accuracy and accurate scheduling.

· Monitor systems Integrity and recommend and implement disciplinary action for non-adherence. 

· Monitor and record all disciplinary action and driver staff records including leave applications, etc. 

· Addresses staff accommodation and transportation issues without bias. 

· Compiles data for compilation of performance metrics, benchmarking and productivity enhancement. 

· Proper staffing of supervisors and coordinators through various shifts.

· Conducts daily brief to all staff members on the progress, analysis and performance outputs from the department. 

· Recommend changes and oversee the performance appraisals that are to be conducted within the department. 

· Ensure staff adherence to company policies and escalate emergency requirements to the management.
· Worked as a Scheduler in Logistics Company working on task order which we get from operation department.
· Every day working on 400 to 600 Rollup which we get from the Operation department for Local & Iraq then arrange the drivers for this task & assign missions.
· Checking the each shift how many drivers are ready for the missions how many drivers are finished rest time and how many drivers return back from the mission making report and inform the shift supervisor.
· Making a duty list each shift and separate the Iraq drivers local drivers then separate also those drivers which are on missions which are on vacation, sick, blocked for missions and for LPD department. 
· When assign the any mission for the driver so make sure all drivers have all passes if the drivers not have any pass then assign the driver those missions which mission no need that pass.

· Provide onsite information to the Transportation Manager to facilitate smooth Operations with 
· Regards to ease the access of Agility logistics assets to the logistical Hubs.
· Notifies the Transportation Manager as well as the Operations Manager in the event of an emergency or a serious situation with regards to transportation / Operations.

· Allocation of job responsibilities to yard Coordinators on mission roll out.

· Recommends changes to Operational procedures and practices as required.

· Maintain an appropriate work schedule by proper staffing.
· Giving brief to convoy commander of the particular convoy, Introducing ACC driver (Assistant Convoy Commander) of that convoy to the convoy commander.

· Making sure all the yard coordinators are checking the required badges of the drivers according their Assigned missions.
AL-Hamada Logistics – KWT – Administrator & Badging (2004)
· Data updating and company providing the badges for the USA camps and Kuwait cams the updates in micro transport which program provide by Company (Shuiaba pass + j2 Pass + KNB + Arifjan + DBIDS K-Crossing pass)
· Take initiate to fulfill the (Renewal of passport, Licenses, Residency & civil id’s) of all Drivers & staff Communication between the fleet and maintenance departments.
· Ensure proper tracking and follow- ups on pending issues with regard to drivers & staff documents from HR
· Preparation of drivers & staff termination template to process EEF and collect the documents for further process.
· Prepare the violation and follow-up on drivers lost documents from HR.

· Linear coordination with Ops departments and central admin with regard drivers

· Violations, sick leaves, leave schedules, salary issues & trip allowances.
· Updating drivers’ data as per their current documentation Micro Transport System.

· Preparing application packages for initial, renewal and lost drivers’ documents and update in DMS.

· Tracking all records and making reports for management.

· Scanning all drivers’ documents and updating their particular files.

· Prepare all certificates (Salary certificate + Employment certificate + Experience letter) 
for Staff + drivers.
Languages:

Have good command over written and Spoken English and Urdu. Can speak Arabic, Punjabi and Hindi

Educational Qualifications:


· Bachelor in Arts from Karachi University under graduate.
· HDCE (Associate diploma in I.P.C) Instrument process control.
From Govt. Jamia Millia Polytechnic Collage Karachi Pakistan.

· H.S.C from Govt. DJ Science Collage Karachi Pakistan.

· Matriculation in science from Usmania Academy Karachi Pakistan.
Certifications:

· Certified in MCSA from APTECH Computer Education.

· Certified ADVANCED DIPLOMA in Software Engineering from APTECH Computer Education.

· Certified in Graphics Designing from APTECH Computer Education.

Other Qualifications:

· Computer Literate understands Window XP, Window 7, Window 2000 & Windows 2000 Server 
Microsoft Office 2000.

· Networking (Cabling Troubleshooting) Satellite, Wireless Connections & office Networking.
Installations, Administration & Security Issues & Facilitating Users with Rights & Sharing Network Resources on LANs. SARSS (Standard Army Retail Supply System) & FEDLOG (Federal Logistic-Interactive)

· Microsoft Office Access (Software for HL-6 project with US Army)

· MT (Micro Transport) High attention for details.

· Above average ability of administration task keep records for employee documents about Admin related work.  

· SAC (Sales Automation & Co-ordination)

Personal Information:


Full Name

:
Razzaq Ahmed


Date of Birth

:
18th Aug 1980


Nationality

: 
Pakistani


Marital Status

:
Married


Sex                

:
Male


Residence Status  
:     
Article No.18 (Transferable) 

Ambitions 

:
Creation & Hard work


Personal Interest
:
Music, IT News & Updates, Graphics Designing


Won Certificate on Excellence & Current affairs
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