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[bookmark: _GoBack]Permanent Address: Nimule.
Email:weweashiraf@gmail.com.TeL: 0784616151

Professional Summary
Highly experienced in the field of procurement, logistics, store warehouse with 4 years of experience in executive planning in both NGO field and Gov’t. Dedicated and committed to growing and expanding career and have a proven track record of success. Hold extensive knowledge of PPDA. Humanitarian procurement guidelines and policies, economics, and acquiring. Prioritize strong communication skills to delegate tasks and lead employees effectively. Developed analytical and evaluation skills to make the best acquisition and investment decisions.
Skills
Excellent computer application skills in all Microsoft Office packages (Word, Excel, Power Point, Access), web browsing and e-mail.
Willingness to take on assignments, learn and work in a team. Good communication and interpersonal skills, Ability to work under positive pressure without much supervision for long hours, beat deadlines and cope with setbacks.Team work through working collaboratively with workmates to achieve organization’s goal. Accountability by taking ownerships and honouring commitments, operating in compliance with organization’s regulation, policies, and taking responsibility for owns shortcomings and those of work place
Truth and integrity, Time management.Problem solving skills, Decision making skills

Work Experience
Supply Chain Assistant  	International Rescue Committee (IRC)		2017 to present
ASSET
Understand, implement and / or maintain standard IRC inventory management policies and procedures. 
•Manage and document the receipt, handling, storage, release and reporting of goods through the store(s). 
•Advise supervisor on potential inventory shortage. 
•Manage casual laborers in the stores. 
•Ensure the maintenance of store(s), fittings and equipment. 
•Implement and ensure clear safety procedures. 
•Implement and ensure clear loading / unloading procedures, correct stacking and turnover (FIFO) procedures. 
•Advise the Field Manager of store-specific issues or improvements 
•Maintain the stores activity book recording all outgoing and incoming receipts and activities. 
•Monitor security of IRC’s storage and supplies. 
•Receive completed store’s request forms and prepare the goods for issuance. 
•Ensure goods, equipment are signed for and received on the request form (office expendables) or waybill (all other items). 
•Prepare a monthly report for assets and the expendables Warehouse outlining all stock movements remaining balances, maintain prologs and registers. 
•On a monthly basis, work with the Field Manager to reconcile the Warehouse register. 
•Update the stock record cards and Database regularly. 
•Conduct routine inventory inspection and submit report to the Field Manager in a timely manner. 
•Maintain asset and store records; ensure regular updates including details of the Asset, transferred, asset repaired, Asset breakdowns etc. 
•Ensure that all Assets are tagged and labeled as per IRC asset policy. 
•Ensure that there is proper record management of the store and the records are accurate and update. 
•Correctly manage and account for all incoming and outgoing stock by using well maintained and detailed documentation.
•Store management, ensure cleanness, orderly storage of items, custodian of the stores keys. 
•The different store and Asset policies and required documentation are followed and in place at all times. 
•Correctly manage and account for all incoming and outgoing stock by using well maintained and detailed documentation, good received note, store release, way bills, bin cards etc. 
TRANSPORT 
•Design a suitably staffed and equipped transport function to support the IRC’s vehicle operations and policies. 
•Implement and direct IRC standard Vehicle policies and procedures, with particular attention to safety and security issues. 
•Manage and be accountable for the vehicle fleet, ordering and inventory management of all vehicle related parts and consumables, including fuel. 
•Evaluate, manage and monitor hired drivers. 
•Focal point for all purchases in Transport department. 
•Manage the vehicle pool (if applicable). 
•Ensure the correct and timely routine maintenance and repair of IRC vehicles and generators. •Ensure that all vehicles carry the required on-board documentation and that all documents are kept current (including insurance). 
•Inspect and record condition of vehicles, by maintaining daily checklists file and ensuring that Vehicles log books are accurately filled 
•Carry out regular training to all drivers on basic vehicle mechanic skills, daily vehicle inspection, drills on safety driving, defensive driving, use of Codan, etc. 
•Ensure all vehicles are properly cleaned on daily basis. 
•Prepare weekly and monthly report on transport department and accordingly present them to the Field Manager and the supply chain coordinator. 
•Requesting fuel forms for refueling and keeping accurate record and monitoring system on fuel consumption. 
•Work with the Field Manager to ensure that vehicles are prepared for routine and emergency security requirements. 
•Ensure that all vehicles are secure when not in use. 
•Be familiar with local regulations / laws. 
•Supervise the imvepi office drivers
 PROCUREMENT 
•Lead the implementation and / or maintenance of standard IRC procurement policies and procedures. •Ensuring that procurement is carried out in accordance to IRC and donor-specific polices.
•Attend all the procurement committee meetings. 
•Coordination with Finance, Admin and program departments to ensure integrated internal controls, timely payment of vendors and full, auditable support documentation. 
•Ensuring that a transparent and responsive procurement process is implemented and maintained. •Routine communication, coordination and planning with the staff/programs regarding the order and delivery of supplies. 
•Ensuring that all Supplies, services and equipment required are delivered in time. 
•Establishment and maintenance of ethical, professional working relationships with suppliers. 
•Maintain supplier information for regularly purchased items, and be informed of current local market conditions. 
•Support and provide the appropriate trainings for procurement and program staff as required. 
•Any other duties or tasked delegated

Supplies Assistant            Moyo District LG DHO					2015 to 2017
· Receive supplies/medicines from NMS, JMS, NGO to be stored
· Distribution of supplies/medicines to various location especially Health Facilities in the District
· Stores management especially updated the stock card/book, proper arrangement of the stores and the items/medicines are well arranged
· Collection of excess items/medicines from health facilities for re-distribution to facilities that lacks the items/medicines
· Helped the MMS(Medicine Management Supervisors) in collecting the Baseline Data from Health facilities
· Drafted report about the scheduled activities of medicines/items delivered
· Verifying data in the system for final review which is sent to the District Health Officer
Procurement volunteer	    Yumbe District LG PDU			2014 to 2015
· Assist User Departments in allocation of Procurement reference numbers, preparation of Specifications for their Procurement Requisitions.
· Participate in pre-qualification of providers and maintain a database of providers complete with physical, postal, telephone and e mail addresses.
· Liaise with User Departments in drafting technical specifications, Terms of Reference and Bills of Quantities.
· Preparation of solicitation documents. 
· Preparation of Bid Notices of works, supplies and services.
· Record of issue, receipt and opening of bids.
· Participation in evaluation of bids and preparation of reports for Contracts Committee approval.
· Preparation of submission files and timely circulation to members of contracts committee.
· Presentation and Submission of procurement methods and solicitation documents to Contracts Committee for approval 
· Writing LPO.
· Collection of procurement plans from various user departments

Education
Bachelor of Procurement and Logistics Management			2011-2014
Certificate in Uganda Advance certificate of Education			2009-2010
Certificate in Uganda Certificate in Education				2004-2008
Result slip in Primary Leaving Education				1996-2003

Language Spoken
	LANGUAGE 

	WRITEN FLUENCY
	SPOKEN FLUENCY

	English 
	Excellent 
	Excellent 

	Kiswahili
Luganda
	Fair
Fair 
	Excellent
Very good


	Lugbara

Madi
	Fair

Fair
	Excellent

Very good



Professional Referees
Ms. Emma Uwimana                                                      	 	Supply Chain Officer
                                                                                                         IRC 
                                                                                                         Tel. 0787426152

MR. Kana Taban                                                                           Procurement Officer
                                                                                                         Yumbe DLG
                                                                                                         Tel. 0772591886

Mr. Mundrugo Michael                                                                Supplies Officer
                                                                                                         Moyo district LG DHO
                                                                                                          Tel. 0772892968
DECLARATION
I  WEWE ASHIRAF, the undersigned, certify, declare that to the best of my knowledge and belief, these data and information given about myself correctly describes me, my qualifications and experiences.
Sign………[image: ]………………                  Date…………7.5.2019………………………
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