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CURRICULUM VITAE
Personal Details: 
Date of Birth:		September 20th, 1983
Visa status: Tourist Dubai, UAE
Address: Corys Build Centre Dubai, P.O. Box2345
Nationality:		Ghanaian
Passport Number: 		G2759164			
Marital Status:  		Married 
Contact Number: +971543702184
Email address:                        peter409@yahoo.com 

CAREER OBJECTIVE:
· To proactively work in an organization that utilizes teamwork, interpersonal skills, improve and adds more knowledge to my skills to achieve the organization’s vision.



Overview: A result-oriented self-starter, still learner, efficient and effective communicator, problem solver, with ability to focus on solutions and proactive. 



 WORKING EXPERIENCE      

Company : CORYS BUILD CENTRE LLC
Duration:    1st MARCH 2019 TO 30TH APRIL 2021
Place     :    DUBAI, UAE     
Position:      RETAIL SALE REPRESENTATIVE

RESPONSIBILITIES;
· Making quotation, pick list, sales order and invoice using SAP Business system.
· Materials receiving into the SAP Business system
· Preparing of Stock Transfer Request and Stock Transfer Shipment
· Receiving and guiding the store man in receiving all incoming shipments, verifies and inspects the goods and processes the Good Receipt Note in system.
· Participating in physical inventories by counting stocks. 
· Develop and implement a logistics process.
· Working as part of the sales team to develop both new and existing markets.
·  Involved in developing sales & pricing strategies. 
· Identifying and then researching potential leads and opportunities.
·  Constantly developing existing sales processes which will generate sustainable growth. 
· Responsible for developing own portfolio of customers. 
· Writing accurate & informative sales reports and documentation.
·  Contacting prospective clients by phone and email. 
· Identifying the customer's needs. 
· Dealing with a diverse range of clients in the private and the public sector.
· Promoting a work culture that is built on the foundations of our organizational core values of Leadership, Initiative, Commitment and community.


Company:  CORYS BUILD CENTRE LLC
Duration:    1st MAY 2017 TO 28th FEBRUARY 2019
Place     :    DUBAI, UAE     
Position:      STOREKEEPER
RESPONSIBILITIES;
· Demonstrate products by showing various samples.
· Leading the store man for effective management of store operation in receiving, inspection, storage, issuance and transfer of items as per company policy.
· Speak with sales agents, customer service, and marketing personnel in the company to work out the best methods of promoting products.
· Loading delivery vehicle against invoices from sales agent’s office.
· To exercise general control over all activities in Stores Department
·  To ensure safe keeping both as to quality and quantity of materials.
· To maintain proper records.
· To reserve a particular material for a specific job when so required.
· Helping customers to take their materials to their vehicles as needed
· Entering the materials delivered to our store into the SAP system.
· Maintaining a clean work environment.
[bookmark: _GoBack]Company: KIRA GROUP OF COMPANIES
Duration:    JANUARY 2012- DECEMBER 2016
Place     :    DUAYAWNKWANTA- GHANA     
Position:      ADMINISTRATIVE ASSISTANT

RESPONSIBILITIES:
·  Able to abstract information for ease of use
·  Able to collect, integrate, analyze and disseminate health-related data
·  Able to retrieve, compile & present accurate data
·  Manage files paper and electric (scan, pull, file, audit, respond to requests, track)
· Able to assure that confidential information is secured and released in accordance with Legal, ethical, and institutional requirements.
· Support members of the team through providing basic administrative support, such as copying, scanning, and mailing documents.
· File electronic and hard copy documents.
· Communicate with clients via email and phone calls and answer their inquiries or direct them to the appropriate staff member.
· Write and proofread correspondence, memos, emails, and other documents from management and other key members of staff.
· Maintain the conference room schedule and coordinate meetings for staff members.
· Order supplies as needed and review inventory to reduce the chance of running out of key items.

Company: ASOKWA MALL
Place     :    KUMASI ASOKWA MALL GHANA
Duration:	JANUARY 2007 – DECEMBER 2011
Position:	CUSTOMER SERVICE REPRESENTATIVE

RESPONSIBILITIES: 
· Answered nearly 60 calls daily from customers inquiring about product usage, billing issues, or general company information.
· Received recognition on four different occasions for mediating conflict and keeping the business throughout the process.
· Learned about eight different products and competently provided customers with information about each one, complementary products, and suggestions for their usage.
· Discussed account details with customers and recommended products and services to them based on listening to their needs and interests.
· Solved problems with billing, service or product quality issues customers called about by making referrals to the appropriate supervisor, investigating billing details or scheduling service appointments.
· Achieved high call quality scores each week, based on each customer’s level of satisfaction after they received a resolution.
Company: ROYAL BEAN GROUP
Place     :    KUMASI GHANA
Duration:	FEBUARY 2003 – DECEMBER 2006
Position:	WAREHOUSE ASSOCIATE

RESPONSIBILITIES
· Organize and rotate the stock of products on warehouse shelves, in storage areas and around outdoor stock yards.
· Check over warehouse inventory each day and communicate quality defects, quantity discrepancies and other problems to team foreman.
· Deliver products and materials from the warehouse to other parts of the campus when requested by company departments or workers.
· Arranged materials and stock each day by department, purpose and unique product code number as new shipments came in.
· Followed all safety regulations when moving through the warehouse by staying within marked pedestrian areas and communicating and listening to co-workers during shipment transport.
· Ensured that warehouse aisles, shelves, floors and machinery were kept clean and free from dangerous materials or potential tripping hazards.
· Loaded warehouse inventory stock onto pallets, shelves, transport vehicles and other spots when items were ready to be shipped and sold.
· Maintained a 100 percent accurate listing of materials and products by regularly updating computer database and checking physical quantities to match.
· Labeled boxes, items, shelving and storage areas to coincide with a comprehensive organizational system of stock


 ORGANIZATIONAL AND PERSONAL SKILLS:
· Practically oriented.
·  Able to sell to large and small clients
· Innovative with good analytical skills, loyalty, faithful, obedient, willing to work under pressure.
· Good aptitude for teamwork.
· Always willing to learn and adapt very fast.
· Conveniently work with people from a multicultural background. 
· Very good communication skills and good in human relationships, enthusiastic, and have excellent customer service skills.

TECHNICAL SKILLS:

·  Microsoft Office Word, Excel, PowerPoint.
· Computer literate
· Internet & E-mail 

EDUCATIONALBACKGROUND:

· BSc. Public Health and Allied Sciences (Health Informatics), Ghana 2014
· Diploma in Basic Education, Ghana (2009)
· Senior Secondary School Certificate Examination, Ghana (2003)
· Basic Education Certificate Examination, Ghana (1999)

LANGUAGE PROFICIENCY:
	
· ENGLISH 
· ASANTE TWI

HOBBIES: Reading story books, watching football, athletics, and singing.
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