Nancy Baassiry
Address: Beirut, Lebanon
Mobile : +961 70 786 878    Email : n.baassiry@gmail.com
Work Experience
November 2017 - Present
Logistics Assistant at the Norwegian Refugee Council, Beirut
Responsibilities 
· Handle all issues related to fleet and assets management (e.g. planning and reporting, managing drivers, coordinating with field offices on logistics matters, assets registration and documentation, fleet planning and tracking…etc.)
· Ensure compliance with NRC’s recruitment policies and procedures, and follow up on the standardization of procedures across all offices.
· Act as a focal point for all fleet and assets management and ensure compliance with NRC’s logistics policies and procedures, and follow up on the standardization of procedures across all offices.
· Prepare and develop status reports, promote and share ideas for improvement of the logistics function
· Lead the Assets’ Management process, ensure proper disposal, and conduct regular physical checks to all fixed assets.
· Assist in other Logistics related tasks (e.g. procurement, warehousing…etc.)

May 2017 – July 2017
Logistics Assistant at Save the Children International, Beirut
Responsibilities
Procurement:
· Ensure that all procurements are carried out in accordance with appropriate Save the Children policies.
· Ensure that procurements carried out have clear specifications, and meeting agreed lead times. 
· Manage the relationship with Suppliers professionally
· Ensure proper filing and documentation 
· Facilitate Procurement Committee meetings (Bid Analysis) for requiring quotations.
· Assure the implementation and follow up of Contracts and Framework agreements.
· Receive invoices, process payment of suppliers for items delivered. 
Warehousing Management: 
· Alert warehouse staff to the arrival of goods ahead of their delivery and ensuring the appropriate accompanying paperwork is passed to warehouse staff to receive and inspect the goods 
· Organize transport arrangements between warehouses and to distribution locations.
· Ensure all associated paperwork is completed and filed correctly. 
Asset Management:
· Ensure that all assets are recorded, managed and disposed correctly.
· Issue and file all Asset ID cards and tag all new assets as per set guidelines.
· Ensure that damaged or lost assets are reported and all request are filed properly.

December 2016 – May 2017
Support Service Administration at World Vision International, Beirut
Responsibilities 
Procurement:
· Finalize Purchase Request Forms for all assets, services, office supplies on a monthly basis and track and follow up on all purchases.
· Ensure that the procurement processes are properly executed and follow up with the area team.
· Document and follow up on all of the procurement processes: PRF, Bids Analysis, delivery notes, etc.
Human Resources:
· Collect CV’S or proposals for capacity building trainings of staff and local partners and other services in coordination with HR department.
· Interview and recruit casual staff or temporary employees at Beirut office or Beirut’s projects.
Administration:
· Maintain the office administrative files, ensuring the confidentiality of documents.
· Oversee office equipment maintenance and vehicle repairs,maintenance and mechanic in a timely manner and update the assets list.
· Manage the fleet of all vehicles.  
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March 2015 – November 2016
Procurement Officer at Dolmen Development, Beirut
Responsibilities 
· Process purchasing transactions for equipment, materials, supplies, capital goods, and services
· Negotiate with vendors to secure products and services for the company
· Manage all inventories on sites and warehouse.
· Verify payments and confirm delivery of goods and completion of services
· Invite, assess, and award/recommend supplier quotations, and proposals
· Establish and negotiate contract terms and conditions, and maintain supplier relationships
· Prepare and maintain purchasing records, reports and price lists

October 2014 – January 2015
Compliance Officer at DHL, Beirut
Responsibilities 
· Contact clients for feedback regarding their delivery of goods.
· Enter online data on all clients’ complaints and rating of DHL Services.
· Answer Clients queries and ensure that all queries are handled in a timely and effective manner with Customer service team.

Education
2017	Logistics & Supply Chain Management (Diploma, International & Accredited Certificate at International Academy for Building Capacity (IABC)
2016 – 2017 	Interior Design at Mira Training Center 
2011 – 2013	Interior Design at the American University of Science and Technology (Incomplete)

Trainings
· Anti-Corruption: Norwegian Refugee Council
· Security Awareness: Norwegian Refugee Council
· Protection Mainstreaming: Norwegian Refugee Council
· Recruitment and Competency Based Selection: Norwegian Refugee Council
Languages
Arabic (Native), English (Fluent), French (Fluent), Spanish (Basic)
Computer skills

Microsoft Office, AutoCAD,  Photoshop
Skills 
· Strong evaluation and analytical skills 
· Strong interpersonal and communication skills
· Strong team-work

· Ability to work under pressure
· Self-confidence and motivation


Reference
References and recommendation letters are available upon request
