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 Personal profile 

I am a skilled  and flexible warehouse operative with over ten years’ experience working in large scale operations 

with fast moving  targets and deadlines’ enjoy working  in high pressure environments, collaborating closely with 

colleagues to meet goals-although I am also  comfortable working alone under minimal supervision. Past line 

managers have commended me for my attention to detail and spatial awareness. Have made suggestions on how 

good could be better stored to save space in multiple occasions. 

I am now looking to move up in my career, take on more responsibility and learn new skills in a new 

environment. 

Core Skills 
1. Experience in using ERP software (ABNO system) 

2. Good communication and negotiation 

3. Team leader with ability to coordinate tasks and meet deadlines 

4. Leadership and supervisory skills. 

 

Bio Data 
Nationality:       Kenyan 

Religion:            Protestant 

Marital Status:  English & Swahili 

 

Education Background 
1994:   Malava Boys High School 

            C+ (Pus) in Kenya Certificate of Secondary Education (KCSE) 

 

Professional Studies 
2017 to date: Undergraduate, Bcom, Masinde Muliro University of Science and Technology 

1998             : Chartered Institute of Purchasing and Supply 

1998-2002:   Kisumu Industrial Training Center. 

                      Fitter- Mechanical Engineering 

1997.            Chartered Institute of Purchasing and Supply 

1997              Kenya Accountant Technician Certificate (KATC) 
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Computer Literacy  

 

Proficient in Microsoft Office Accessories, 

- Word 

- Excel 

- Access 

- Outlook 

- Internet 

-  

Registered Professional bodies 
1. Kenya Institute of Supplies Management 

2. Chartered Institute of Purchasing and Supply 

 

 

Employment History 
2017 June to date:      Supplies Chain Management Assistant/Storekeeper II 

                                     Kibabii University. 
Responsibilities: 

-Preparation of procurement plan 

-Sourcing of quotations from registered suppliers 

-Evaluation of quotation and tenders 

-Maintenance and updating of list of registered suppliers 

-Raising of Local Procurement Orders/LPOs 

-Follow up for timely delivery of goods 

-Receiving and inspection of goods/services as per the LPO 

-Issuance of goods to user depts. 

-Drafting memo for procurement committees minutes 

-Stocktaking 

-Maintenance of contract registers and file 

-Preparation of management and statutory procurement reports 

-Supervision of interns and attachees 

 

2013 to Dec2016:                                   Stores Assistant, 

                                      University of Nairobi Enterprise & Services-(Arziki-Chiromo) 

Responsibilities: 

-controlling stores operations right from material receipts to issuing. 

-Issuing of materials required through certified issue note and posting to the bin cards properly.  

-maintaining and initiating replenishment of stock items by advising procurement section through the 

preparation of purchase intents and purchase requisitions. 

-preparing the standing order schedule items and advising the procurement section on the time to supply. 

-Informing the suppliers on the items required at a particular time following the program given by the user. 

-Receiving the items from suppliers and posting to the Goods Received Note as required. 

-Posting the items received on the bin cards properly 

-Receiving the invoices from suppliers, verifying with the delivery notes to ensure they tally and passing for 

certification by the head of department for payment. 

-Keeping strict physical re-order levels to avoid stock outs. 

-taking monthly stock take of the stores 

-Cleaning and arranging the stock in the stores. 

-Keeping neat the store’s inventory. 



 .2012 April to2013 Oct:                 Transport Supervisor 

                                             Butali Sugar Mills Ltd. 

Responsibilities: 

-Controlling fleet of trucks in and out of the factory. 

-overseeing fuel receipts from the trucks and issues. 

-Supervising office staff 

-In charge of the transport records 

-Linking the field supervisors with transport office through control of radio and phone calls. 

-Overseeing cane haulage. 

-Liaise with agriculture department to ensure harvested cane is ferried to the factory. 

-Liaise with the weighbridge department to ensure all the slips issued have been utilized. 

-Reporting and linking workshop engineers with the truck drivers during emergencies, accidents and failure of 

movable machines in the field.   

 

2002 to 2012 April:  Procurement & Stores Officer, 

    Panafrican Paper Mills (E.A) Ltd, Forestry Division.  

 Responsibilities:  

- Controlling stores operations right from Material receipts section to the issuing and dispatch section. 

- Managing effectively company’s procurement process 

- Processing and evaluating quotations and expediting orders  

- Evaluating of suppliers performance  

- Liaising with the user departments to ensure timely delivery of goods and services and avoiding stock 

- Creating and monitoring effective relationship and partnership with suppliers  

- Conducting market research to ensure that the company gets the best prices at all times 

- Overseeing and executing all inventory control procedures and ensuring maximum safeguard of the       

   Company’s physical inventory. 

- Supervising annual stock taking and stock check 

- Providing leadership and on going training and development of warehouse employees at all levels 

- Managing the warehouse according to budget by ensuring accurate inventory and order selection,     

   Productivity and personnel, efficient utilization of storage space and equipment, and proper protection of    

   Stored materials and company assets. 

- Controlling and inspecting goods from suppliers in compliance with the set procedures of the company 

- Issuing goods according to fully approved requisition from user departments 

- Identifying slow moving and dead stock items and reporting them promptly 

- Delegation of duties to the subordinate staff 

. 

1998 – 2002:  Job Training as Fitter in Mechanical Engineering Department. 

Responsibilities:  

- Maintenance duties in the Plant, 

- Installation of Pumps and Motors where necessary, 

- Maintaining safety precautions in the Plant. 

1995 – 1998:  Stores Clerk   Pan African Paper Mills (E.A) Ltd, Webuye. 

 

Interests. 
  Reading Novels 

  Listening to Gospel Music 

  Watching  Movies. 

 

Referees: available on request. 
 


