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Ayman Nabil Kanaan
Dear Sir/Madam,
     I would like to take the opportunity to join your company; thus, it will be a solid step towards a successful career. Moreover, being a member of your company is a close fit with my procurement and administrative background and skills. 
     I have extensive work experience in the retail and service industries, giving me a wide variety of skills. I am able to work with in challenging and high pressure environments and I believe I would be an asset to your company. I am strongly talented in the purchasing field, and management including all its administrative aims and branches. Throughout my MIS baccalaureate and I have gained a robust experience in analyzing, interpreting, management, procurement and decision making. 
     I enjoy teamwork and have contributed to all teams that I have worked in, both in terms of providing advice and comments on the work done, as well as sharing the workload. For me, being a member in your company represents an opportunity in which I can apply the skills I have gained throughout my academic career and life experience which have expanded my administrative interests. I am confident this will be a rewarding experience that will positively influence my future academic and professional life. 

     After you have reviewed my resume, I hope that you find my experience and skills match with your job requirements. I'm keen to work for a company with a revered reputation and am looking forward to hearing from you.


Respectfully yours, 
Ayman Kanaan

Mobile: +96170798785
Email: ayman.kanaan@live.com
Work Experience

1. Mofay Sarl & I&C Car Center, Al Koura

Position: Procurement Manager Mofay Sarl & Operation Manager I&C Car Center Sarl.

Date: 1st/Sep/2017 till Present

· Analyze current procedures and activities to identify and present opportunities for improvement of the workshop. 
· Ensure that technicians are aware of procedures for using new products and equipment.
· Maintain good relationships with customers.
· Facilitate the training and development of team members in the department, by providing feedback and coaching to support improvements in their job performance.
· Monitor workflow to anticipate impact of delays due to team members being absent for leaves, holidays or sickness.
· Review customers service orders and inspect the quality of a technician repairs before the release of vehicles.
· Review work orders to ensure that all actions have been documented according to Service Workshop policies and procedures.
· Plan and adjust the workloads of department personnel to match their skills and abilities.
· Coordinate with sales department and arrange for delivery of equipment, parts and goods for workshop.
· Sending weekly and monthly reports.
· Count the stock on monthly basis.

2. Mofay Sarl, Kousba, Al Koura

Position: Procurement Manager

Date: 1st/Sep/2016 till Present

· Buy all goods and supplies needs for two restaurants, Cars showroom, Fuel Station and three pastry shop franchises.
· Devising and using fruitful procurement and sourcing strategies. 
· Discovering profitable suppliers and initiate business and organization partnerships.
· Negotiating with external vendors to secure advantageous terms.
· Getting goods and services for the best price and value. 
· Cutting any waste and unnecessary costs to create a streamlined process and fast production times. 
· Working with suppliers to ensure that key processes are running efficiently and cost-effectively. 
· Building strong working relationships both internally and with key suppliers. 
· Understanding and keeping up with new trends and regulations in the business. 
· Dealing with international suppliers.
· Monitors business trends and product availability to pay the best price for company goods and services without sacrificing quality or delivery times.
· Identifies and researches potential new suppliers. 
· Researches new products and services to meet company's goals. 
· Assesses total costs of company purchases. 
· Develops and implements strategies for procuring, Policies, storing, and distributing goods or services and maintaining stock levels.

3. Jubaili Agrotec, Africa, Nigeria

Position: Stock Department. (Inventory Auditor)

Date: 10th/Aug/2015 till 26/Aug/2016

· Managing a team of 30+ employees in three regions.
· Plan, organize, supervise and participate in daily warehouse operation and activities, including the receipt, documentation, storage, safety and distribution of goods.
· Receives and inspects all incoming materials and reconciles with purchase orders.
· Train, supervise and evaluate the performance of assigned warehouse employees; assign workloads to warehouse workers.
· Reconcile and Audit the petty cash on spot.
· Reconcile the cash box with SOA and cash sales.
· Visit the customers to reconcile the SOA and check if they have any complaints.
· Reconcile the stock with the storekeepers on spot. 
· Measure and report the effectiveness of warehousing activities and employees performance.
· Organize and maintain inventory and storage area.
· Ensure shipments and inventory transactions accuracy.
· Coordinate with the transporter and find the best price to send goods to customers or to other warehouse. 
· Preparing and planning for season.  
· Documents inspection results by completing the Audit reports.
· Sending the Audit reports after inspection.
· Maintains safe and healthy work environment by following standards and procedures.

4. FDC (Food & Drug Corporation) Beirut, Verdun

Position: Administration Dep.(Procurement & Administration Officer)

Date: 1st/Oct/2013 till 1st/May/2015

· Procure all needs for Employees and company (Stationery, Printings, and Consumables Materials, packaging Materials, Uniforms, Etc...)
· Request for Quotations
· Purchase Orders
· Handling Fuel consumption
· Delivery notes
· Follow up daily Purchase order
· Preparing Budget for the Administration department
· Researching for new suppliers
· Generating daily/periodical reports
· Handling Petty cash
· Negotiate and execute contractual agreements
· Maintain complete updated purchasing records/data and pricing.
· Coordinate with user departments and suppliers in the purchasing scope of work for projects assigned.
· Responsible for the preparation and process purchase orders and documents in accordance with company policies and procedures.
· Follow up the yearly maintenance implementation
· Ensures follow up on all maintenance contracts and negotiation (contract bill, cars/compulsory insurance …etc)
· Follow up on all reports related to maintenance and cost analysis (fuel cost, maintenance reports, EDL expenses …etc)
· Follow up on site for construction and renovation projects related to company’s premises.
· Provides the Company’s staff (offices & warehouses) with the proper furniture, equipment and installations
· Performs minor and major repair of all buildings and equipment
· Responds to emergency maintenance requests as required

5. Jbeil Supermarket, Jbeil

Position: Purchasing Dep.(Purchasing Manager & Floor Manager)

Date: 1st-May-2012 Till 1st/Oct/2013

· Preparing the purchasing orders.
· Buy in any product or service that the organization may need in order to carry out their business and operate as necessary.
· Search for better deals and more profitable suppliers possibly on a worldwide scale. They need to be cost effective while also dealing with other factors such as sustainability.
· Organizing the stock file.
· Identifying potential suppliers, visiting existing suppliers, and building and maintaining good relationships with them.
· Negotiating and agreeing contracts and monitoring their progress - checking the quality of service provided.
· Giving presentations about market analysis and possible growth.
· Producing reports and statistics using computer software.
· Attending meetings and trade conferences.
· Dealing with emergency and unplanned problems and repairs.
· Training and supervising the work of other members of staff.

6. MediaTech Ltd, Africa, Burundi

Position: Operation Manager

Date: 1st -May-2010 Till 25-Feb-2011

· Managing and implementing daily transactions related to the existing outdoor billboard network technical and commercial.
· Follow up with potential clients on commercial and technical status. Data gathering of all billboards and coding of each structure then entering in company software in cooperation with finance department.
· Monitoring all daily jobs of technical team and presenting daily, weekly and monthly reports to show various activities of team performance.
· Maintain relationships with existing customer base through regularly scheduled visits. 
· Conduct prospective calls to develop new business prospects. 
· Process contractual correspondence and artwork for the completion of a sale. 
· Support maintenance and repair efforts for billboard structures

7. Ipsos, Sharjah, UAE   

Position: Media Outdoor Executive

Date: 2007 – 1-May-2010

· Monitoring and verifying Outdoor Media to ensure the advertising are displayed as booked with no tampering and provided by specific data such as rate card, current advertisement on each site, site technical details, site condition and advertising on neighboring billboards.
· Handling Office work, data entry, Geo concept digital map, qualitative and quantitative and rate card for billboard, GPS data, collection data and cleaning data.
· Training outdoor controllers.




Education

Bachelor of Arts in Management Information System (MIS)

University Of Petra (UOP) Amman-Jordan Sep-2007

Languages

· English Fluent
· Arabic Fluent (Mother Tongue)

Computer Skills

· Excellent in Microsoft office.
· Excellent in Omega program.
· Excellent in Daisy system.

Qualifications

· Excellent skills in searching and updating information and always looking for new                                                                 resources.
· Budget management.
· Costing Management skills
· Strong negotiating skills.
· Dedicated worker, quick learner, capable of handling work independently.
· Cooperative and friendly approach towards work and people.
· Able to work as part of a team, able to work accurately with attention to details.
· Trustworthy and dependable.
· Confident record keeping.
· Ability to work under stress.                  
· Excellent communication skills.                  
· Excellent analytical skills.                  
· Decision Making.                  
· Supervisory and follow-up skills.
· Planning and Organizing.
· Interpersonal Skills.

Personal Info.

	Nationality
	Lebanese

	Marital Status
	Married

	Address
	Jbeil - Hosrayel

	Mobile #
	+96170798785

	Birth date
	1st/Aug/1985

	Valid Lebanese & Nigerian Driving Licenses
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