CURRICULUM VITAE 


P E R S O N A L      D A T A

	: Abdul Ghafoor, Mohamed Jesmil
	Name in Full

	: 109/1, Al-Hilalpura, Thambala, Polonnaruwa, Sri Lanka.
	Address in SL

	: Matjar Al-Watany, Head Office,  P.O. Box 275, Al-Khobar 31952, KSA.
	Address in KSA

	: 2227932528 (Transferable)
	Iqama No

	: N005688925
	Passport No.

	: Married
	Marital Status

	: 04
	No. of Children

	: Sri Lankan
	Nationality

	: Islam
	Religion

	: 15.02.1984
	Date of Birth

	: Sri Lanka
	Place of Birth

	: jesmilkafoor@gmail.com
	e-Mail


A BRIEF DESCRIPTION OF CURRENT RESPONSIBILITIES
Oversees the daily business operations, implement & monitor compliance of procedures & processes and develop policies for doing work and establishes relations with other  establishments as well as vendors & corporate sectors. Involve in HR related activities such as Human Resources planning, Recruitment & Development, closely monitor employees’ productivity & close the gap in order to improve efficiency. Monitor RACIE Matrix implementation & maintain standard Organization chart. Involve in doing other government related formalities as per requirement. Do necessary analysis in order for continuous improvement & cost reduction.
W O R K      E X P E R I E N C E

	Company
: Matjar Al-Watany (Retail in Sports & Lifestyle)
	01

	Duration
: from 01.06.2013 to 10.12.2014
	

	Designation
: Assistant Operations Manager
	

	Reporting to
: General Manager/ CEO
	

	
	

	Company
: Saudi Arabian Fertilizer Company (SAFCO/ SABIC, Petrochemical)
	02

	Duration
: from 01.07.2006 to 30.06.2013
	

	Designation
: Administrator
	

	Reporting to
: Operations Manager/ GM Operations (A)
	

	
	

	Company
: Capital Reach Business Development, Sri Lanka
	03

	Duration
: February 2006 to June 2006
	

	Designation
: Trainee Executive
	

	Reporting to
: Branch Manager
	

	
	

	Organization: YATHAMA (Orphanage) School -  Malwana, Sri Lanka
	04

	Duration
: February 2005 to December 2005
	

	Designation
: Geography & IT Teacher for Advanced Level (Part time)
	

	Reporting to
: Head of School
	

	
	

	Organization: Al-Hilal Central College - Polonnaruwa, Sri Lanka
	05

	Duration
: June 2004 to February 2005
	

	Designation
: Tutor - Geography & Ele. Of Political Science for Advanced Level 
	

	Reporting to
: Section Head
	

	
	

	Organization: Al-Rifai Maha Vidyalaya - Polonnaruwa, Sri Lanka
	06

	Duration
: September 2003 to April 2004
	

	Designation
: Tutor - Geography for Advanced Level
	

	Reporting to
: Head of School
	


E D U C A T I O N

	Qualification
	Institute/ University

	Bachelor of Business Administration (BBA) – (Reading)
	Madurai Kamaraj University (Distance Learning) – India 

	Diploma in Human Rights & Labor Relations
	University of Colombo, CSHR

	Diploma in IT Applications (DITA)
	Sri Lanka Institute of Information Technology (SLIIT)

	Diploma in Computer Hardware Engineering
	Turnkey Computer Systems Pvt. Ltd

	G.C.E (A/L) with “03-B” passes
	Department of examination – Sri Lanka


PROFESSIONAL CERTIFICATES
1. Workshop on “Professional Business Development” – Business School, Insight Institute of Management & Technology.
2. Workshop on “Labour Law” – Institute of Personal Management (IPM – Sri Lanka)
3. Workshop on “Key Accounts Management” – Sri Lanka Institute of Marketing (SLIM)
4. Certificate in “National Language Training”
SABIC CERTIFICATES
1. Successful completion/ participation of SABIC/ SAFCO “RACIE MATRIX Job Description” Assignment 
2. Certificate of Appreciation for participating in safe completion “DECONTAMINATION ACTIVITIES” IN SAFCO

3. Certificate in SABIC Services Request System Training  

4. Certificate in SABIC ONLINE TRANSPORTATION End User Training
5. Certificate in DEFENSIVE DRIVING course 
6. Certificate in FIRST AID/ CPR training
OTHER CERTIFICATES
1. Certificate in “02nd Place in Human Rights” Examination – PAFFREL & Ministry of School Education.
2. Certificate in “Ramadan Seminar” - Association of Muslim Youth of Sailan (AMYS) 

3. Certificate of participation in “Special Youth Camp” - Association of Muslim Youth of Sailan (AMYS) 

4. Certificate in “All Island Essay Competition” on the subject of enduring peace – Ministry of Education and Ministry Justice & Law Reforms.
WORKING SKILLS
1. Very Good English Language & communication skills
2. Commendable working nature with ERP Business Environment such as SAP & Retail LS.

3. Very Good working knowledge/ experience with SOP, EMS, QMS & OHSMS.

4. Technical awareness of basic process of Petrochemical plants (Ammonia, Urea & Utilities)
5. Good computer operation with relevant software knowledge (MS Word, MS Excel, PowerPoint, Access, Acrobat Professional, Able2Extract…

6. Analytical, Problem solving & Decision making skills

7. Excellent Organization, Stress & Time Management skills

8. Effective dealing with others
9. Effective negotiation skills

RESPONSIBILITIES OF CURRENT POSITION (Matjar Al-Watany)
1. Responsible & Accountable for Business Process Improvements (BPI), Study existing policies & processes in order to re-align or develops new policies/ processes for smooth business operations and evaluates the effectiveness (PDCA cycle).
2. Closely monitor business operations to eliminate waste in order to implement Cost Reduction & Just-In-Time (JIT).
3. Monitor implementation of annual Marketing plan/calendar & utilization of budget in order to ensure Profit Margin.

4. Set Annual & Monthly Sales target in coordination with Sales & Marketing Dept.
5. Accountable for effective (HRP) Human Resource Planning, Recruitment, Development , Vacations & Staff Surpluses, and forecasting as well as the Quarterly Manpower Cost. Resolve Employees disputes & concerns.
6. Review Price Changing analysis & initial approval for implementation considering Brand(s) image & Market Demand.
7. Study case by case to improve employees’ productivity and implement possibility of increasing efficiency. Analyzes the shops profits and losses.
8. Prepare various analysis and reports to notify the management on business progress. Monitor KPI & study possibility to close gaps.
9. Conducts periodic performance appraisal of department staff & set incentives.
10. Drafting & binding of Commercial Contract Agreements with Key Accounts in order to supply Products.

11. Initiate & implement Co-operation agreements with corporate companies for Promotional Marketing Deals (National Commercial Bank, The Saudi Investment Bank…)

12. Look for Vendor Registration/ open Key Accounts and complete necessary formalities for the registration. Introduce new products for corporate sector clients & execute as a project.
13. Communicates with Clients on various operational issues & attend clients’ meeting in order to maintain a close business relationship (mainly Saudi Aramco, SABIC & its affiliates and Advanced Petrochemical Company - APPC ).
14. Reviews monthly inventory analysis reports in coordination with Supply Chain Dept.

15. Mentors, coaches and supervises all operation’s staff in performing various activities.
16. Do necessary changes in procedural operations & send memos and circulars.

RESPONSIBILITIES OF PREVIOUS POSITION (SAFCO/ SABIC)
Responsible for the day-to-day general administration of the Department, assisting the Reporting Officer & support staff in variety of Administrative tasks and handling legal/ contract aspects with supervision skills. Better understanding of Manager’s jobs & method of operations management. Advanced experience in dealing with Senior Management, supportive Departments, clients, vendors, suppliers, negotiations, cost reduction, supply management, standardized administration, employee relations, problem solving and decision making…
1. Responsible for department’s day today administrative operations & assist Management/ Company as required.
2. Analyze daily production of all plants & notify management on deviations.
3. Preparing weekly / Monthly / yearly reports and submit KPI. Follow up with Back Logs.
4. Maintain Communication & Coordination including On-Call Rosters related.

5. Pursuance of relevant formalities to meet internal Department procurement related, dealing with SS SMO (GPS): Purchase Requisition (PR), Quotations, Technical Evaluation, Vendor Communication, Single Source Justification, Purchase Order issuance (PO), Service Entry Sheets (SES) & Good Receiving (GR) & Street Buying Request (SBR).
6. Coordinate & follow up with Department Employees Training formalities such as Individual Development Program (IDP) & Job Qualification Program (JQP).

7. Coordinate & follow up with Department EHSS activities such as Department/ Management EHSS Audits (SBA), AMAN pending near misses in order to close findings and report to the Department Senior Manager/ Managers.

8. Raise & handling of all type of company’s online request systems as per the direction/ requirement such as SSRS, OTRS, Gate pass & SS Customer feedback System as well as being an Administrator of Department web portal & Department Conference rooms.

9. Take part in updating of Operations Manuals SOP, EMS, QMS & OHSMS as per requirement & maintain the portal.
10. In consultation with higher official prepare the meeting Agenda by communicating with all Committee/ Staff members and deal with pre-meeting queries & Handling of MOM.

11. Coordinate & follow up with Department Employees related formalities such as Employee Change of Status, Employee Personal Concern & contract related with SAP Environment.
12. Organize and coordinate (internal & external) meetings, conferences, travel arrangements. Maintain & Follow up with Department Master Calendar.

13. Handling & deal with long term contractor Employees related and contracting companies.
14. Set up & maintain Records keeping, documents control and a better Bulletin Board 

15. Maintenance of office Equipments & an adequate inventory of Office Supplies

16. Coordinate the flow of information both internally and externally

17. Communicate verbally and in writing to answer inquiries and provide information in consultation with reporting officer.

18. Collect information and maintain data base. Perform other official related duties as required

19. Working experience in Budget preparation, Manpower Planning, CAPEX, MOCs, SAP Modules (HR, PP & MM).
I do declare that the facts & details given by me are true and correct to the best of my knowledge.









Mohamed Jesmil   

Date: 30th November, 2014.

Signature of Applicant 
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SERVICE CERTIFICATE

“This Is to certify that Mr. Abdul Ghafoor Mohamed Jesmil # C10415
has worked as “Administrator” in SAFCO III Operations & Utilities
Department.

During his tenure In SAFCO from 01.08.2006 to 30.06.2013, he has
enthusiastically executed his duties and responsibiliies In a sincere
manner.

This certificate s being issued upon employee's request as he has
resigned from his parent company.

We wish hirall success in his future endeavors.

Hussail A. Al-Hajari
Senlor Manager,
SFIII Operations & Utities
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