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AYMAN M. SOUSI
E-mail:aymansousi@gmail.com
Mobile No.: (+961)70 124099
· Career Objective & Aim:

I am having more than 10 years of experience in Purchasing and administration sector. I am self motivated, team player, enthusiastic to work hard. My belief is that since, spending majority of our time at the work place, so work should be a pleasant experience for self as well as for surrounding peoples. It will enable me to run the most efficient workgroups to achieve the challenges. 

I don't only carry out the basic work requirements but also thinks about the facility items and 
systems, looking for the root cause of the problem following by finding new ways to make 
improvement and modifications. 
To lead as a dedicated employee by making momentous, noteworthy contribution to the organization with a long term career perspective & hope to be at a position, where my competencies & experiences could be usefully engaged to achieve challenging tasks.
· Experience:
· Company:    ABC Lebanon
· Period:         From 01/12/2014 till present 

· Position:      Projects coordinator /Assistant Manager  
· Project:        ABC Achrafieh Mall 
Duties and Responsibilities:
· Procurement management:
1. Ensure that all purchases activities are conducted in accordance with ABC

Purchasing policies and procedures;

2. Seek the approval on expenses from the Manager when needed;

3. Manages the day-to-day operations of the procurement process. 

4. Organize, direct and control activities related to the purchasing function;

5. Manage warehouse inventory and issue purchase requests when needed;

6. Compare and evaluate offers to achieve best rate and cost savings while meeting

7. product specifications;

8. Prepare purchase request for team uniforms and personal protective equipment; 

9. Manages and reviews documents for the procurement of all supplies, equipment and services for the Authority and ensures compliance the Procurement Policy and Procedures Manual, as well as applicable federal and state laws.
10. Evaluate and compare offers to achieve best rate and cost savings while meeting specifications;
11. Assures all invoices are audited for compliance with contract terms and supervises contract closeout. 

12. Establishes bid standards and prepares procurement documents to publicly solicit bids and contracts for the purchase and /or lease of materials and services. 

13. Enter data and edit stock orders on the inventory system;
· Quality Control and Assurance:
1. Assist the manager in day to day operations 

2. Define the projects’ scope of works in coordination with the team leaders and direct Manager;

3. Conduct regular site visits to monitor execution of projects by respecting the forecasted time frame and budget;

4. Ensure projects are implemented properly according to standards in coordination with the technical team leaders;

5. Provide the direct manager with a report highlighting daily activities and outstanding issues, if any:

6. Abide and implement the Technical policies and procedures and ensure rules are respected at all times;

· Administrative:
1. Update and maintain efficiently and accurately the following:

a. Equipment inventory;

b. The yearly preventive maintenance plan (using the maintenance software) covering “in house” and “outsourced” preventive works

c. Maintenance logs for all equipment

d. Maintenance contracts’ records

e. Information database for all material suppliers and service providers

f. Filing system of all documents: requests, offers, invoices etc…

2. Prepare monthly and yearly reports from the maintenance and BMS software, covering executed preventive and corrective actions’ summary and KPI achievements’ results;

3. Coordinate with the team leaders on the monthly attendance schedule preparation for the technical team;

4. Contribute in preparing the CAPEX and OPEX lists and provide an “up to date” expenses’ summary;

5. Coordinate Technical meetings; execute minutes of meetings’ summary and action plan accordingly;
· Other:

1. Respond to any emergencies, when needed;

2. Establish solid relationship with the Operations’ team and ensure constant coordination for successful results;

· Company:   Gulf Catering Company, Iraq - Basra
· Period:         from 21/11/2013 till 31/08/2014
· Position:      Project manager/Catering
· Project:        Lafarge Cement factory project- South of Iraq
Duties and Responsibilities:

1. Manage the Camps where multi services (Catering, Housekeeping maintenance and Laundry) are provided.
2.  Conducts (or Manages the process for) the evaluations of proposals, offers and bids in accordance with internal policy and external local, state and federal regulations while selecting the best supplier in accordance with solicitation requirements.

3.  Manages the preparation of solicitation documents and offers. 

4.  Establishes bid standards and prepares procurement documents to publicly solicit bids and contracts for the purchase and /or lease of materials and services. 

5. Order and supervise the ordering of food supplies and equipment and spare part and arrange for proper distribution.  

6. Supervise the operation of the central kitchen & housekeeping & maintenance to ensure that service is carried out to a high standard.
7. Making necessary documents time to time/daily basics and submit to the main office at end of the month.
8. Managing the procurement process and keep record as a supporting documents to submitted along with end of month report.

9. Set and supervise office procedure opening and closing day procedure for staff.
10. Prepare maintenance job requisition and follow up till job completion.
11. To set work priorities and respond to changing external priorities that impact on daily planned activities.
12. Prepare reports for operation Managers as required including daily operation in the camp 
13. Maintain camp rules and regulations in the unit in accordance with Company policies and procedures.
14. Monitoring staff duty roster and attendance.

15. Conduct regular meeting with staff to discuss and resolve the daily complaints in the camp

16. Keep record for water tanker(if buying from outside, otherwise meter reading on weekly basis

17. Prepare an evaluation and summary of current month including inventories staff evaluations and recommendations for the following month.

18. prepare an end of month report including all operation cost control stock inventory staff training and client performance report and submitted to the head office
· Company:    M/s. Consolidated Contractors Int’l Company, Qatar

· Period:         from 2008 Till  2013
· Position:      Project Supervisor/Catering
· Projects:      QP Projects -Ras Laffan and Dukhan(GTL, RLPEP, GSF, Manpower more than 12000)
Duties and Responsibilities:

1. Reports to Camp Manager for assignments and work schedule

2. Ensure that Maintenance employees have needed materials to continue work until completed;
3. Trains and monitors the activity of the Maintenance;
4. Advise Camp Manager of completed duties and other needed work assignments;
5. Report to Camp Manager any problems with any team 

6. Ensures all equipment remains in proper working order and compliance with standard operating procedures and safety standards;
7. Perform janitorial and general maintenance duties in buildings and areas designed. (Sweep, scrub, wax floors, wash windows and screens, pressure wash, etc.);
8. Dispose of trash and waste from camp facilities and camp ground daily;
9. Responsible for seeing that all duties necessary for the preparation for service are effectively carried out
10. Ensuring that proper store requisition are made and received
11. Regular maintaining stock level and ordering supplies as requirement

12. Conduct regular meeting with staff and check staff personal hygiene on daily basics.

13. Monitoring regular freezer and chillier temperature.
14. Overseeing and supervise the activities of workers in all camp
15. Maintain food and hygiene standards.
16. Monitoring the quality of food product as per menu.
17. Overseeing all kitchen and mess hall cleaning and hygiene standard.
· Education:
Bachelor degree in business administration, Completion Date 2008
· Languages:

	Languages
	Reading
	Writing
	Speaking

	English
	Good
	Good
	 Good

	French
	Good
	Good
	Good

	Arabic 

(mother language)
	Fluent
	Fluent
	Fluent


· Training and Certifications:
	Course Name
	Trainer


	Date

	H.A.C.C.P
	Shaqab Abela Catering. Co
	6 May 2012

	Food Safety
	Shaqab Abela Catering. Co
	29 Jan 2011

	Customer Satisfaction
	Shaqab Abela Catering. Co
	28 Nov 2010

	Leadership Skills
	Shaqab Abela Catering. Co
	24 Sep 2010

	PMC/HSE Induction
	JK
	5 May 2008

	CCC TSTI Induction
	CCC
	30 Apr 2008

	HSE in House Induction
	CCC
	29 Apr 2008

	Effective communication
	ABC-Lebanon
	15 Jun 2015


· Computer Skills:
1. Knowledge of General computer (software) 
2. Microsoft office (Word & Excel)
3. Internet
4. Web Mail
5. Lotus Notes (Outlook)
6. CAFM
· Key Skills
· Managing, motivating and supporting staff

· Building good relationships and clients

· Ability to operate alone on remote sites, to mobilize contract start ups

· Able to understand and achieve financial targets

· Logistic planning and support

· Procurement management 

· Strong commitment to complete tasks

· Leading my team by example

· Ability to prepare report

· Strong personality with leadership character

· Ability to solve problems  

· Cost control management

· Stock management 
· Personal Data:

Name


:
AYMAN SOUSI




Nationality

:
Lebanese

Date of Birth

:
10th July 1987

Marital Status

:
Married 


Permanent Address
:
Saida, Lebanon - Hammoud Street
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