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Curriculum Vitae
Sameer Munir
Address: Kuwait
Farwaniya Tunis Street Opposite Canary Restaurant
Email Address: SafeeSameer23@yahoo.com & SafeerSameer@GMail.com
Day Phone Number: 99190322
Career Objective
Seeking a challenging career in an organization which can utilize my Skills set to the maximum capacity to achieve Organization goals. And looking for a better opportunity where I can use my varied skills and experience to fulfill the vision of the organization.
Maintenance Store Keeper Co Administrator GAZAL Logistics Services & Warehousing Co since 22-Oct-2011 till Now

Job Role & Main Duties – Department: Maintenance / Storeroom
· Plan for purchase of materials as per requirement
· Received the consignments and arrange for inspection

· Raise the PR for purchasing the materials 

· Carry out the receipt of materials 

· Prepare a good receipt note and make the entries in ledger and (IWandLP Maintenance Software)

· Responsible for issue of right material in correct quantity and proper maintenance of store room
· Supervise the proper preservation of material as per requirement 

· Maintain the records and prepare the statements as per procedure
· Supervise the work as per maintenance subordinate

· Check the availability of materials from time to time and raise the PR if necessary 

· Carry out the inventory control and vendor evaluation etc

· Ensure the receipt of proper material as per purchase order
· Maintain proper record and ensure that store procedure are adhered
· Assist procurement in ordering the materials and stock verification

· Prepare monthly reports of high consumption materials and make the average purchase order which contains on last 3 month consumption 

· Prepare monthly report of assets maintenance ratio which contains on (Technician, Technical, Operational)  activity and its provide the whole details of ASSET maintenance ratio
Store Spare Parts Administrator PWC Logistic-Agility Logistic Kuwait, 14-Aug-2004 till Dec-2011
Job Role/Department: Maintenance / Storeroom
· Using Maximo 5.2 to apply all my tasks:

· Creating work orders.

· Creating purchase requisitions.

· Receiving purchase orders.

· Creating desktop requisitions.

· Creating New inventory items.

· Controlling stock by using all inventory applications.

· Run reports.
· Using MAXIMO as computerized Inventory management system. MAXIMO (5.2) 
· Professional in using several modules in MAXIMO to manage our stores.
· Issuing and returning
· Cost and Balance Adjustment
· Creating Purchase Orders
· Creating Purchase Requisitions
· Item Cataloguing
· Inventory Management
· Follow up Purchase Orders with local and foreign suppliers.
· Preparing observation’s reports for OEM level or aspect qualities parts
·   Analyst KPI (Key Performance Indicator) budget report for forecasting forerunner year’s   
Main Duties 

To secure the workshop mechanical and body shop of their spare parts needs, reduce and eliminate the slow moving items and reduce the shelf life of such items, ensure that parts procurement amounts are within the set budget, report any discrepancy related to parts and continuous update of stock on MAXIMO inventory systems. 
That will accomplish objectives through proper purchasing procedures, inventory control, staffing, security and pricing.

Responsibilities

· Lead the work, and manage all aspects of the Parts section.

· Monitor all daily processes that include, internal parts consumption, inventory control, parts purchasing, vendor relations, special orders, monthly/quarterly inventory and pricing.

· To procure items required by the company at most competitive prices as per approved specifications within the required time frame and budgeted prices

·  Ensure that parts procurement orders and invoices are within the set parts financial budget on monthly basis. 

· Verify parts received from the supplier to identify shortages and damages. 

· Submit copy of Purchase Order to Finance Department with copy of supplier invoice and goods receipt voucher.

·  Ensure that all parts are stored and maintained in an organized and neat manner. 

· Receive parts, equipments, and repair materials from International or local suppliers.

· Establish control procedures to insure that the daily closed tickets and payments are delivered to the appropriate individual in the Accounting Office.

·  Ensure utilization of MAXIMO Inventory system (Receipt & Delivery) to control parts stock and availability to determine accurate parts re-ordering point. 

· Verify received items with the delivery documents to ensure the quantity and other order specifications.

· Produce a monthly report to the Service Manager that records parts consumption for the month

· Check Supplier Bills with Purchase Orders, Goods Received Note.

· Issue materials through MAXIMO inventory system as per the request authorized by Supervisor’s & Manager or above category.

· Prepare weekly, monthly reports of items received, issued and stock and submit to Sales Manager.

· Prepare monthly stock list.

· Manage stock maximum/minimum levels and reorder quantities to ensure operational needs are met through analyzing and forecasting demand of stock items. 

· Rotates stock and arranges for disposal of surpluses.

· Maintains computerized records in MAXIMO system of all receipts and issues.

· Performs related duties as assigned.
Other Skills:
· System & Server Administration

· Network Administration

· Widely-Known M.S office 97/2000/XP2001

· Internet Browsing, Emailing, SMTP, POP3 & other Utilities

· Hardware Assembling

· Excellent analytical skills and well organized.

· Good interpersonal§ skills. 

· Excellent Negotiation Skills

· Excellent Communication Skills

· Well experienced in parts inventory systems, policies and procedures.

· Excellent English and Arabic language skills

· Excellent Computer§ skills and proficiency in MS Office Applications

Certified in:

· ISO 900:2000 International Standard Origination
· Maximo (5.2) Inventory System One Year Practice and Basic Course
· Edge Computer Operating System Skills

· Excel 2007 Advance by Infocenter

· Fire Fighting Course by Agility Own Academy

· Maximo 5.2 Purchasing Applications, Master and Inventory Applications and Parts Management Applications
· End of Service Appreciation Certificate From Agility Logistics
Experience in Pakistan

Niazi Transport Co.





2002 to 2004
Designation
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Duties







Handling Operational Activities









Making Daily Reports









Drivers Management









Handling Employees Problems
Personal Information

	Birth Date:
	1 August 1982

	Gender:
	Male

	Nationality:
	Pakistani 

	Visa Status:
	Residency Visa (Transferable) (Kuwait)

	Marital Status:
	Married

	Number of Dependants:
	7

	Driving License:
	Kuwait Light Duty Driving License


Educational Qualification

School (SSC)

Govt High School, Chuburji Garden Lahore (1998)

Intermediate (F.A)

Boston College Lahore, (2000).
To,


The Manager,


Human Resources Department

Subject: Application for Employment
Dear Sir, 

In the interest of seeking career opportunity with your organization, I am forwarding my resume for your information and consideration. My Eight (8) years of rich and varied work experience at different levels have given me ample opportunity and confidence to face any task or responsibility. 

My professional experience and qualification, coupled with my enthusiasm and positive drive, qualify me as an ideal candidate.

If you have any questions or requests for further information, please feel free to contact me at the above telephone number or through e-mail address. 

I look forward to meeting you. Please call at your convenience to set up an interview.

Your consideration is greatly appreciated.

Yours Truly,

Sameer Munir
