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WorkExperience

1. LogisticsandOperationCoordinator,StarlightAirlines-Maritime Aug2019–Present

o Supervisingandcoordinatingteamsofthecompanyinthemainofficeandthe
smallsectorssuchas“warehouseteam,airportteam,transportationteam and,
operationteam”.

o Coordinatingandfollow-upamongsuppliers/vendors,freightforwarders,and3rd
partycompaniestomanagepurchaseorders,import,export,warehousestoring,
andshipmentsmovement.

o Fieldinspection:Checkingandinspectingthegoodsforexport/importshipments.

 Visualinspection:

 Quantitycheck.

 Dimensioncheck.

 Statusconditions.

 Safetyofgoods.

 Reviewofdocuments(ITP,datasheets,approveddrawings,unpricedPO,
packinglistandotherdocumentssubjectedtoreview).

 Pre-shipmentinspection:Packingcheckaccordingtopackinglist.

 Issuanceofinspectionreports(IR)&(IRN)withphotosandfindings.

o Preparingtendersproposals–contracts

 Commercialpart

 Technicalpart

 MovingPlan

 Roadsurveying(roadchecking-weatherandtidalconditions–checkpoints)

 Safetyprocedure(shipandterminalsafetyissuesandregulations-
arrangementsforsafeaccessto/from theship)



 Loadingandoffloadingplans(loadingandoffloadingequipment’s,typeof
vehicle–container,lashing,terminalrequirements/proceduresforshifting)

o Weeklyplanningand,reportingtotheteam leaderandofficemanagerabout
securitycheckingforairportteam,equipment,andwarehouses.

 Vehicle(registrationpapers,safetyequipment,vehiclesstatus,
driversstatus,securityinstructions)

 Equipment(security–safetyclothes–communicationdevices
–IDvalidates)

 Storing(quantity–condition–warehousetemperaturecontrol)

2. LogisticsandOperationAssistant,StarlightMaritimeMay2019-Aug2019

o Administration

o Mailing

o Accounting&finance(reportinginvoicesforfinishedjobtoaccountant
department,reportingairportexpenses,driverspayments)

o Documentation&dataentry(vendor,customers,partnerslistsandfinished
shipmentsprofiles)

o Logistics(tracking,dailyupdates,reportingarrivingshipmentstoairportteam)

o Organizingvehicledelivery(kindofvehicle,checkingroads,weather,arranging
gatepasses/entryapprovals,andfollowupuntilfinaldestination)

o Organizingtransportationplans(betweencountrywarehousesandcustomer’s
sites)

o Bookingflights,hotels,vehiclesforupcominggusts,companymembers

Andoperatesecurityandsafetyplanduringthevisit

o Operatingdailyofficetasks

Note:

Afterthreemonthofworkingwiththementionedcompany,thispositionhasbeenpromotedto
“Logistics&OperationCoordinator”asadualpositiontoholdthetasks,dutiesand
responsibilitiesofbothpositions

3. Administrationofficer(Al-Ghanem InstitutionforGovernmentalandgeneral
transactionsFeb2016-March2019

o Makingcontractswithindividuals’and\orcompaniestorepresentthem uponthe
governmentestablishments\officialsandtakingtheleadtopresent,follow-upand



finalizetheirpaperworksaccordingtothegovernmentalprocedure.

o Providingconsultationandadvicestothecustomersaboutdifferentproceduresof
doingtheirtransactionprocessintheeasiestway.

o Findingsolutionsforpeoplewhohaveproblemsindoingtheirtransaction,contract,
agreementswithbothpublicandprivatesectorasaproblem solvingsector.

4. Officecommissionerandcontractor(Realstateoffice) Jun2013-Oct2015

o Coordinatingasasalebetweenland\houseownersandcustomerstogetinto
agreements.

o Managingdailyofficeworkwithcustomers

Education

 BachelorofSciencefrom FacultyofEconomic– Accounting

TartousUniversity,2010–2018

 MasterDegreeinQuality“MIQ”

SyrianVirtualUniversity2018–present

LanguageSkills

 Arabic–Mothertongue
 English–ProfessionalWorkingproficiency
 Kurdish–Beginner

ITSkills

 Mailing&outlook
 Researching
 VeryGooduseofMicrosoftofficeword
 VeryGooduseofMicrosoftofficeExcel
 VeryGooduseofMicrosoftofficePowerPoint
 SocialmediaaccountsAdministration
 VeryGooduseofGoogledrive
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