	OMID JAN AHMADZAI

	
	SUPPLY CHAIN MANAGEMENT/INTERPRETOR

	Contact

Email:omidjan463@yahoo.com
Tel: +93772464647
        +93795835258
Date of Birth 12th April 1992
Education 
· PAKTIA UNIVERSITY (BACHELOR IN ECONOMICS.
· PMIR INSTITUTE) Diploma in business Administrative
Training Qualifications
· Fluent in English
· Pashto(Native)
· Dari (Native
· Supply Chain Management
· Dangerous goods handling Certified 
· Driving License Class BCE
COMPUTER Literacy
Good command of Microsoft Office tools, word processing, data handling and processing, presentation, operating systems. I am also conversant with accounting packages such as Front Accounting and Ms Excel and customized POS (Point of Sale System

References
MICHAEL KIOKO 

SUPERVISOR AT PAE (PACIFIC ARCHITECT ENGINEER)

CELL PHONE: +93707293728

EMAIL: michaelkioko75@yahoo.com
Qais Ahmadzai
Project manager at Sunsky global logistic services
CELL PHONE +93744425005
EMAIL: qais.ahmadzai1994@gmail.com

Citizenship
AFGHANISTAN

	
	PROFILE.
I have over 5 years of experience in diverse and challenging service in the field of Personnel and logistics working with multiple Group of Companies and contractors in Afghanistan and now currently working at AMS (AUTOMOTIVE MANAGEMENT SERVICES) with a thorough knowledge of Finance management, Procurement, material inventory, cargo build up and break down, receiving, shipping and distributing multi-values materials and doing translation for the training materials. Attributes that contribute to my strong record of excellence are powerful time management and presentation skills, a disciplined approach to the task and the ability to anticipate potential obstacles. I have Extensive experience working with Microsoft programs  
Qualities.
· Adaptable
· Disciplined
· Reliable
· Confident

· Flexible
· Responsible
Key Skills.
· Communication Skills:  talking to others to convey information effectively and give full attention to what   other people are saying and taking time to understand the points being given.

· Problem Solving: ability to visualize and solve problems in the best way and make accurate and informed decisions.                                                                                                                   

· Management Skills: skills in total quality management, record keeping, management information systems, employee relations and teamwork.                                                                                 

· Reporting Skills: ability to prepare statistical and written reports. I have developed this skill through my work experience and career progression. 
· Ability to work directly with customers 
· Excellent typing and data entry skills

· Amazing ability to handle complex transactional and poignant customer situations effectively
· Excellent organizational skills

· Ability to utilize sound judgment when making decisions
· Adept and experienced in problem solving and providing solutions

· Good team player with excellent organisation and motivation skills

· Ability to perform consistently under pressure and in a varied environmentConfident Confident Adaptable


CAREER HISTORY
	APRIL 2018- to 26 IULY 2021.
	AMS (AUTOMOTIVE MANAGEMENT SERVICES) 
	KABUL,AFGHANISTAN


AMS which main agenda is to give Automotive Maintenance services which has produced best services overall to the ANA and ANP throughout Afghanistan in conjunction with the Afghanistan Department of defence
My duties and responsibilities include some of the following:
Responsibilities
· Working as a translator/interpreter in the supply chain management course with the international trainers and mentors

· Performed a variety of warehousing duties, which require an understanding of the facility plan, shipping procedures, personal computer operation & the safe operation of warehouse. 
· Checking empty location available in the warehouse so as to replenish 

· Use of Core IMS software in system movement of items. 
· Carried out dangerous goods checks before acceptance.
· Maintained inventory records and prepared reports.

· Carry out physical movement of product in the ware house to create space

· Performed other duties as assigned by the manager.

· Making sure that the SOP is followed (FIFO) in shipment of product from the ware house 

· Supervised a multifunctional team (20) on safety practices, teamwork & accomplished assignments in a safe and timely manner.
	18 JANUARY 2014 – 30 November 2016 
	FINANCE ASISTANT AT SUN SKY GLOBAL LOGISTICS SERVICES 
	KABUL,AFGHANISTAN


 Duties and Responsibilities include:

· Provide accounting and clerical support to the accounting department

· Type accurately, prepare and maintain accounting documents and records

· Prepare bank deposits, general ledger postings and statements

· Reconcile accounts in a timely manner

· daily enter key data of financial transactions in database

· Provide assistance and support to company personnel

· Research, track and restore accounting or documentation problems and discrepancies

· Inform management and compile reports/summaries on activity areas

· Function in accordance with established standards, procedures and applicable laws

· constantly update job knowledge
· Recording of petty cash expenses.

· Recording of cashbook and reconciliation of book balance to bank statement.

· Maintenance of accounts payables ledger, issuing of cheques for all accounts due and
· Reconciliation of payable ledger to supplier statement.

· Assisting in petty cash float management.
· Extracting trial balance from general ledger in monthly basis.

· Assisting in preparation of monthly management accounts.

· Field surveys and recruiting of new clients.

	June 2013- 

OCTOBER- 2016
	FINANCE MANAGER AND ENGLISH INSTRUCTOR AT 
ARIANA AZERAKSH COMPUTER & ENGLISH  LANGUAGE INSTITUTE
	PAKTIA,AFGHANISTAN


DUTIES AND RESPONSIBILITUES INCLUDES:
· Prepare monthly financial statement for the organisation

· Handling Purchases

· Maintaining Stock Records (Incoming and Outgoing)

· Organizing and Dispatching of Inventory

· Analysing all accounts statements and financial accounts report preparations on behalf of the auditor

· Book keeping and handling of payment and receipt vouchers

· Assisting in writing proposal of various projects
· Establish work procedures and schedules and keep track of the daily work of clerical staff.
· Locate and attach appropriate files to incoming correspondence requiring replies.
· Answer telephones and give information to callers, take messages, or transfer calls to 
· Appropriate individuals.
	 DEC 2016 - 

NOV -2017                
	  FINANCE CLERK  AT AZIZI BANK
	KABUL,AFGHANISTAN


Azizi Bank is an Afghanistan mostly dealing with the micro finances.
                My duties and responsibilities include some of the following:

· Handling Purchases

· Maintaining Stock Records (Incoming and Outgoing)

· Organizing and Dispatching of Inventory

Analysing all accounts statements and financial accounts report preparations on behalf of the auditor

· Book keeping and handling of payment and receipt vouchers

· Assisting in writing proposal of various projects
· Handle and manage shipping of products. 
· Execute loading and unloading operations. 
· Ensure compliance of safety procedures and practices in warehouse operations.
· Inspect and verify products, materials and equipment before storing in warehouse. 
· Prepare and verify shipment papers. 
· Maintain and manage inventories in warehouse. 
· Receiving and dispatching products to various places.
· Keeping records of goods in and out of the store.
· Taking stock in the warehouse and inspection of stocks.
· Dusting and cleaning the entire store.
· Organizing Pack and shrink-wrap materials and products. 
· Manages the Operate of forklifts on handling products and warehouse materials. 
· Organize the arrangement and organize products and materials in a warehouse. 
· Organize transportation of materials to warehouse
	September  2010–  0ctober 2014 
	HAMEED PASHTOON LOGISTICS COMPANY 
	KABUL,AFGHANISTAN


  Duties and Responsibilities Handled:
· Performing basic office task, including email response, filing Etc.

· Maintaining a data base to ensure that the records are completed and current

· Recording of information, Processing and filling forms

· Preparing checks, deposits, budgets and financial reports

· Updating ledgers, researching and resolving discrepancies
· Dusting and cleaning the entire store.
· Organizing Pack and shrink-wrap materials and products. 
· Manages the Operate of forklifts on handling products and warehouse materials. 
· Organize the arrangement and organize products and materials in a warehouse. 
· Organize transportation of materials to warehouse
· Locate and attach appropriate files to incoming correspondence requiring replies.
· Answer telephones and give information to callers, take messages, or transfer calls to 
· Appropriate individuals
EXTRA –CURRICULAR ACTIVITIES
· -Gave many presentations on different economic, environmental and other general issues in different institution 

· -Actively participated in debate competitions that raised common, social and economic issues

· -Attended seminars that allowed me to have direct interaction with commoners and have to reserve their queries, which regards to economics
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