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Career Profile










A forceful team player and performance driven Business Administration and Economics (with an accounting background) graduate who majored in Management with an extra ordinary blend of leadership, business, and IT knowledge. Renowned for keen ability to focus on task, increase efficiency, and multi-tasking. Power to communicate effectively and motivate team members to enhance strategic goals without compromising high quality. 
Education










2008 -2012
   
Catholic university college of Ghana
[Bsc. Business Administration and Economics] in [Management] 

2002-2005
    
SWEDRU SENIOR HIGH SCFiHOOL
                                       [Senior Secondary School Certification, SSCE]
2008
     
             INTERCOM PROGRAMMING & MANUFACTURING CO. LTD (IPMC)


             [Basic Systems Administration Certification]
2012


SHELL OPEN UNIVERSITY

                                      [Code of Conduct Certification]
2013


SHELL OPEN UNIVERSITY




[Cost Management and Leadership Certification]
2013


SHELL OPEN UNIVERSITY




[COR Hazards Effect Management Process Certification]

2013


SHELL OPEN UNIVERSITY

   


[Business Continuity Planning Awareness Certification]

2013


SHELL OPEN UNIVERSITY




[Health Risk Assessment Awareness (DNE) Certification]

2013


SHELL OPEN UNIVERSITY

    


[MZR Health Risk Assessment Corp-Policy (DNE) Certification]
Work Experience 
2009 & 2011

MAKAI HOLDINGS INTERNATIONAL LTD
Position: Internship [Assistant Administrator]
                                       Description: 
· Assisting with all aspect of Administrative management, directory maintenance and logistics. 
· Assisting with the scheduling and coordinating of meetings, interviews and other similar activities. 
· Preparing meeting minutes, memos, typing security personnel’s daily report using Microsoft word/excel and Managing files.
· Performing multifaceted general office support
· Payment of taxes to the VAT authorities 
2012-2013

SHELL GHANA LTD
Position: National Service Personnel [Treasury Assistant]

Contractor [Treasury Assistant]


Description:  

· Active banking & receipting of payment of fuel, lubricants, and bitumen.
· Maintain and manage all financial records, register, logs & spreadsheets.
· Prepare and communicate all daily banked receipts to the cashier.

· Check and verify daily cheque transactions.

· Assist in administrative roles and responsibilities.

· Issuances of security gate pass to bulk vehicle drivers.
· Annual and quarterly auditing of Lubricants, Fuel and bitumen at the various depots.

· Monitor and ordering of stationery for office use.

· Hotel reservation for staff working outside their branch.

· Placing orders for retailers

· Preparing data sheets of invoices for reconciliation.

· Assist in ship to shore operations.

· IT focal point support to colleagues

2014-Present

MAKAI HOLDINGS INTERNATIONAL LTD




Position: Logistics Officer to Logistics Manager

Description:  

·  Active receiving and meeting of client’s and potential clients.

·  Create policies or procedures for logistics activities
·  Maintain metrics, reports, stocks, accounts, process documentation and train logistics personnel.
·  Negotiate with suppliers and customers improve sustainability.

·  Negotiate warehousing rent rates with our clients.

·  Collaborate with other departments to integrate logistics with business systems or processes, such as customer sales, order management, and accounting process.

·  Direct inbound or outbound logistics operations, such as transportation or warehouse activities, safety performance, or logistics quality management.
·  Prepare and file returns on all ex-warehoused goods and present it to Customs Excise and Preventives Services.
·  Hold meetings with my Logistics Team to discussion pressing issues and the way forward in attaining our company goals.
Key Skills / IT & Software Experience






Extensive knowledge in Microsoft office suite, JD Edwards Work Bench, Networking and Server Administration.
Additional Information
· Secretary - House Keeping Committee (shell) 
· Trained fire fighter (Shell) 
· Speaks Ga Language fairly 
· Willingness to relocate
· Listens actively and ready to learn new things
· Ability to make quick decisions

· Organizational and Communication skills
· Attention to details

· Innovative thinking

· Perseverance and ambitious
Interests








· [Sports]
· [Reading]
· [Marketing]

References








Mr. Vincent Richter





Finance Director

Shell Ghana Limited

Shell House, High Street,

P .O. Box 1097, Accra, Ghana
+233244321021

Mr. Joseph Owusu

Finance Controller

Shell Ghana Limited

Shell House, High Street,

P .O. Box 1097, Accra, Ghana

+233244310067
Mr. Benjamin Ghansah

Depot Manager

Shell Ghana Limited

Takoradi Installation, Bitumen Plant

P.O. Box 56, Takoradi, Ghana

+233544342331
Mr. Kofi Owusu-Makai

Chief Executive Officer

Makai Holdings International

P.O. Box 122, Tema

+233241292292
