Curriculum Vitae – S.M.Jeseem

S.M.Jeseem

Bandarapothana/Pubbogama/Kekirawa.Sri Lanka.
T.P.+94766876356.
E mail: Sjeseem@live.com

Personal Details
Full Name
Sihabdeen Mohammad Jeseem


Gender
Male

Age
30 years (Date of Birth -15th April 1988)
Marital Status 
Single 

Religion
Islam
Nationality
Sri Lankan 
Academic Details
· Successfully Achieved the General Certificate of Education Ordinary Level Exam in 2004.
· Successfully Achieved the General Certificate of Education of Advanced Level Exam in 2007.
Skills & Abilities 
  
Strengths:

· Teamwork: strong sense of team - ability to execute the plans and gain consensus to ensure overall achievement of mutual goal.
· Goal Driven: take initiative to lead a process to set, review and achieve challenging and measurable performance goals.
· Verbal/Written Skills:  excellent communication skills.
· Attitude: High integrity, and ability to work under pressure, and flexible to cope with different environments.
· Self motivated, creative, and confident, on achieving goals.
· Always willing to learn and accept new responsibilities.
Language:
· Arabic, English, Hindi, Sinhala, Tamil.
Computer Literacy, and others:
· Diploma in Computer Network Administration.

· Diploma in Computer Hardware engineering with networking.

· Diploma in Ms Office.

· Diploma in Graphic Designing.

· Knowledge on handling Internet, and enhanced software packages.

· Excellent Typing Speed.
· English Day Activities.

· Team working and Problem Solving.

· Ability to handle the situation as and when arises.

· Diagnostic Skills. 

· Sports.


Other Relevant Details 


· Civil Gernoulist in News 1st  of Capital Maharaja Corporation Sri Lanka.
· Active Committee Member of Red Cross Society.

· Prefect of the School.

· President of the English literacy Association.
· Sound knowledge in Data Entry.

· Developed strong communication Skills.

· Effective Solution Provider for Customer Problems.

· Has experience working in several participatory rural Approaches.

Carrier Goals 


1. JOANNOU & PARASKEVAIDES (OVERSEAS) LTD (J&P) – Doha, Qatar.
Position: Procurement Assistant cum Material Controller for Procurement Dept.

Duration: 01st February 2014 till 04th June 2018.
· Responsible to maintain a complete record of the materials in the Computer System (SAP, ERP) E.g.  Maintaining material master data, creating  purchace requesitiones, creating  purchase orders (Local,Overseas), Goods receipts, Goods  Issues and necessory  reports.
· Assistance with the preparation of Request for Quotation, Initiations to Bid, Requests For Proposal and coordination of their timely dispatch by fax and messenger.
· Assist  the  Associate  Procurement  Officer  in  maintaining  current  up  to  date Procurement documents and Manuals Routing copying and circulation of quotes, bids and proposal for evaluation.
· Researching pricing, obtaining quotes locally on low value items.
· Assist  with  managing  the  administrative  process  throughout  the  duration  of  the Preparation of the all documentation until the award of the contract .
· Preparation of management information and statistical report.
· Receive  the  approved  requisitions  by  the Director  of  the site  and Process  the  appropriate  documents  procedures  for  local  or  overseas Purchases/Services/Contracts. 

· Check and classify the precedence of the requisition and process as priority setting of The material needed. 

· Coordinate  with  requests  and  make  sure  the  right  materials  needed.  Find  out  the Sample of material to be purchased if necessary.
· Provide purchased materials to the responsible receiving office and do all actions for Completing the process. 

· Maintain  appropriate  records  to  ensure  that  procurement  process,  decision,  and A contractual agreement  is accurately documented  for accountability  and  audit Purpose. 

· Perform  other duties related field as assigned by supervisor.
· Review low stock exception report eliminating any supply jeopardizes.
· Identify  daily  parts  issues  in  advance  and  advise  as  to  any  potential  long  or  short  term 

· Jeopardizes.
· Monitor, report and react to any market or supplier jeopardizes.
· Reduce total acquisition costs, including negotiation and increased stock turns.
· Support product changes and introductions and provide procurement support for changes and 

· New products.
· Respond in a timely manner to Customer Service inquiries.

· Communicate requirements to suppliers. Manage suppliers on day-to-day basis.

· Participate in negotiation, where necessary, with suppliers preferential pricing, carriage, lead times, batch sizes delivery quantities etc.

· Continually review part category, lead-time, safety stocks, forecast etc. with a view to raising 

· Stock turns and lowering stock out scenarios.

· Eliminate / reduce slow and obsolete stock.

· Assist in the rationalization of suppliers and parts. 

· Participate  and,  where  required,  lead  projects  related  to  the  Supply  Chain  e.g.  supplier Identification.
· Investigate and implement innovative supply chain practices and participate in Supply Chain Improvement program.
2. Binjarallah EST. Trading & General Contracting – Riyadh K.S.A

Position: Secretary for Vehicle, Plant & Equipment Dept/Stores & Administration Dept.

Duration: 25th February 2010 to 10th June 2013. (3 Years and 4 months)
Job Description:

a. Vehicle, Plant & Equipment Dept.

· Responsible to maintain a complete record of the equipments in the Computer System (Oracle, FG3) & Placing company’s Tag number on each fixed Assets. 
· Managing the entire team of Vehicle, Plants and Equipment Department, which include, computer operators, store keepers, Drivers and Labor Staff.
· Conducting yearly inventory inspections of all projects, Equipments stores and workshops ensure the transactions match with computer systems.

· Approving the movement of vehicles, plants and equipments.

· Motivating the team for team work and ensuring the team meets the targets before deadline.

· Determined to make the profitability of the company / increase and working to ensure that reputation of company as Quality is maintained and promoted further.

· Controlling the movement of all plants and equipments and do the reporting of vehicle accident condition which came back from the projects.

· Attending the meetings with senior management, to report the challenges in the department a suggest resolution of the challenges.

· Coordinate with the projects Managers for placing of Equipments which is not used or not working condition.

· Direct report to the Store Manager.
· Creating files for every Vehicle, Plant & Equipments.

· Conducting Trails & Annual Inventories.

· Maintaining record of  transfer and receipt of each Vehicle, Plant & Equipment.

· Preparing a monthly Rent Invoice (Vehicle, Plant & Equipment) and submitting to finance Dept for re-conciliation.

· Follow up Vehicle Insurance and Vehicle registration expires, and sending to make necessary arrangement for the head of the Department.

· Preparing all official memos and official letters according to manager’s instructions.

b. Administration Dept.

· Creating files for every individual employee and maintaining them accordingly.

· Follow up employees Vacations and Iqama expires, and sending requests to make necessary arrangement to the head of the department.

· Responsible for all incoming and outgoing correspondences, letters from embassies and requirement office.

3. Siyapatha Technologies (pvt) ltd – Colombo Sri Lanka.

Position   : Computer Hardware Technician cum Secretary.

Duration: 03rd September 2007 to 22nd January 2010.

I hereby certify that the above mentioned particulars are correct and true, if your esteemed organization have any suitable position according the above specified qualification and experience, please be kind enough to contact me on the above contact details given.

……………………………..



………………………………

               Date


                           Signature 
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