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Executive Profile
An accomplished Senior Administration Executive with ACCA & MBA credentials and extensive experience in spearheading administration, credit and collection functions with an established record of success in significantly growing enterprise value. Fluent in managing the financial analysis, team management, procurement, logistics, shipment & clearing follow up, fuel & fleet management, inventory & warehouse management & cost control initiatives. Seeking a challenging position in a dynamic organization to contribute in achieving objectives and utilize my talents to mobilize resources, objectively pursue opportunities, and lead the achievement of results.

Career Accomplishments:
· Provided a thorough suite of administrative services for a leading multinational telecom operator in the Gambia.  
· Enriched with industry exposure, driving transformation and continuous improvement to accounting processes by delivering skills gained throughout the ACCA program and sharpened in practice.
· Familiar with cultural sensitivity and business of practices of the African region, combined with a keen intellect, diverse exposure and strong desire to excel in professional career
· High level of accountability with the ability to make decisions in accordance with laws, ordinances, regulations, and departmental policies and procedures.
· Delivered business intelligence, provided overall direction in Administration, Operations Management, Logistics, Procurement, Project Management & Finance.
Skills Summary

	Management:
Operations & Executive Mgmt
Administration/ Strategic Planning Finance & Accounting
HR Management
Inventory management
Logistics/Procurement
Forecasting, Budgeting
	Excellence:
Setting Policies & Procedures 
Data analysis/ Technical Writing 
Expenditure control
Process Re-engineering
AR/AP Management
Resource Optimization
Project Management
	Value-Added Leadership:
Leadership, Staffing, 
Strategic Decision Making 
Communication & Interpersonal Skills
Analytical Skills, Critical Thinking   Group Dynamics, Synergy
Oracle Financial, MS Office (Advanced Excel Skills, Word)



	Career Progression

[bookmark: _GoBack]Fleet Manager                                                                                                                                        May 2019 – Present
UN World Food Programme
Key Responsibilities:
· Managing drivers and developing efficient driver schedules.
· Analyzing data to increase business operational efficiency.
· Maintaining detailed records of vehicle fueling, servicing and inspection.
· Confer with various departments regarding the needs and issues of vehicles and drivers.




Credit and Collection manager                                                                                                        Dec 2017 – Apr 2019
Moussawi for Commerce, Industry & Contracting Sal
Key Achievements:
· Reduced debtors’ days from 90 to 60.
· Collected arrears and reduced aged debt by 30% in very short period.
· Changed the invoice and weight estimation from manual to automated system.
· Implemented the credit limit and payment term in the invoicing system.
Key Responsibilities:
· Managed over 600 accounts.
· Developed processes and procedures for evaluating customer financials and setting credit limits with continuous assessment.
· Chased aged debts and timely collection of payments.
· Improved business processes to increase efficiency, better reporting, analysis and transparency to the management.
· Manage relationships with the sales department, finance and other departments.




Administration Manager                                                                                                                    Feb 2013 – Oct 2017
Comium Gambia Ltd. 

One of the leading telecommunication companies in The Gambia with a customer base of 500,000 and 150 employees.

Designation Chronology: 
· Feb 2013 – Sep 2017: Administration Manager
· Aug 2006 – Jan 2013: Administration Supervisor

Joined the organization as Administration Supervisor, moved on upward career trajectories, to merit promotion to the position of Administration Manager.

Accomplishments:
· Entrusted with the challenging task of structuring the shipment & clearing formalities, and succeeded to reduce the customs costs by 35%.
· Instrumental in refurbishing the existing fleet management system; implemented a fleet tracking system, resulting in best use of vehicles and thus minimizing maintenance and operational costs by 15%
· Transformed processes for Fuel procurement and management and succeeded to reduce fuel consumption by 15% for the fleet and 30% for the sites. 


Key Responsibilities as Administration Manager (Feb 2013 – Sep 2017):
· Providing Senior Leadership in all areas covering areas of financial management, administration, and logistics.
· Playing a key role decision-making, strategy planning and implementing strategic operational vision.
· Developing employee incentive plans, while ensuring all HR and Financial systems are up to date and robust.
· Managing and structuring administrative operations related to staff, organizations, office functioning, suppliers and logistics.
· Devising robust purchasing systems and processes in line with business needs and consistently deploying effective cost-saving models for shipping and supplies.
· Compiling all purchase information and maintaining requisite payable and receivable accounts. Facilitating timely payments to creditors/ suppliers as well as meticulously followed up to receive payments from debtors.
· Implementing cost control measures and inventory control procedures.
· Enforcing tracking systems for stock & cash counts at POS and reconciling them to accounting records to prevent inventory discrepancies.  

Key Responsibilities as Administration Supervisor (Aug 2006 - Feb 2013):
· Produced in-depth business intelligence to support the management in setting the annual KPIs, monitor achievement of business targets and guide in delivering results.
· Provided data-driven insights related to admin department and budget variance report, submitting month-end, quarter-end and year-end financial statements, management accounts and other reports.
· Implemented and maintained a thorough inventory system and deployed new/advanced tracking systems that aid reducing costs on the company by better allocating and maintaining available inventory. 
· Spearheaded negotiations with local & foreign suppliers and entered into strategic contracts with them for procuring vital materials with due consideration to the parameters of quality, time and costs of service.
· Coordinated transportation/logistics of the staff: to arrange travel needs, assign the vehicles to the staff according to the project needs and follow the fuel consumption.
· Determined procurement needs and appropriate delivery schedules and overseeing procurement, stock, facilities and fleet management as per company established processes and procedures.




General Supervisor                                                                                                                                Oct 2000 – Jul 2006
Lebanese Institution for Agricultural and Industrial Projects
Key Responsibilities:
· Oversee workers activities, customer service, sales and purchasing.
· Ensure all resources are available for workers to complete their work.
· Oversee all bookkeeping and accounting functions including accounts payable, receivable and reconciling statements.
· Strengthened business relations with customers and suppliers.
· Responsible for inventory including receiving and transferring.


Education & Credentials
· Master of Business Administration -Global MBA (Financial Management), LSBF – London, UK (Oct 2016, Apr 2018)
· Member of the Association of Chartered Certified Accountants, ACCA – London, UK (May 2017)
· Professional level of the Association of Chartered Certified Accountants, ACCA– London, UK (June 2016)
· Advanced Diploma in Accounting and Business, ACCA – London, UK (February 2013)
· Lebanese Baccalaureate on Experimental Science, Rayak High School – Rayak, Lebanon (1998)


Personal Information
· Nationality: Lebanon
· Date of Birth: 14 September 1979 
· Marital Status: Married
· Language Fluency: English, Arabic, French
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