ISAAC INNOCENT SUNDAY
+2348032678864
sinnocentisaac@yahoo.com
24, Mgbuakara New Layout, by Police Post, off Elioparanwo/Ada-George Road, Mile 4, Port-Harcourt.



Date of Birth:

January 18, 1977




Gender:

Male




State:


Akwa-Ibom



Nationality:

Nigerian

EDUCATION:

· University of Port Harcourt, Port Harcourt, Rivers State – Nigeria. 
B.Sc. Economics - Second Class Honours                              
  2007-2012
            
· W.A.S.S.C.E – Private

                               
            2003-2003 
· Government Secondary School, Omerelu, KELGA, Rivers State.
Senior Secondary School Certificate

                               1991-1996

· Model Primary School, Risonpalm, Ubima, KELGA, Rivers State.




First School Leaving Certificate                                                       1985-1990

CERTIFICATIONS
· ALISON
Diploma in Operations Management                                                       2015
· ALISON
Diploma in Supply Chain Management 



                   2015
· British School of Project Management
Master Class Certificate in Leadership & Management   
                   2012
· British School of Project Management
Certificate in Risk Management Methodology
    

                
2012
· NIIT Education & Training Centre, Port Harcourt.
Certificate in Server & Database Administration (ORACLE/SOLARIS)       2009

· ORACLE Database 10g: Administration I                                                2009                
· CGS Computer Training School, Port Harcourt. 

Diploma in Data Processing (Upper Credit) 
           

    
2004
SUMMARY:

To deliver strong and sustainable gains in the management of materials planning, production planning, demand planning and procurement, human resource planning, financial planning, compliance and control and thus provide reports and analyses on business performance drivers/key performance indicators aimed at driving performance improvement to achieve overall organizational goals and thus give to organizational growth an ongoing character whilst seeking self-development & advancement.                                                                       
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COMPUTER SKILLS:

· ERP and Database Administration
· Data Processing and Application

· Microsoft Office Proficiency
· Internet Proficiency

· Multi-platform Proficiency-Solaris, Linux, Windows
WORK EXPERIENCE:

1. Employer: BAJ-B Services Ltd. (SNEPCo Logistics/Offshore Supply Base, Onne).
Position: Well Engineering/OCTG Inventory Analyst
Date: 2016-present
· Completions/Tubular materials stock management.
· Responsible for tracking of well engineering materials within the yard and warehouse.

· Responsible for routine update of inventory master sheet and report with regards to operations.

· Verification of well engineering material availability as requested by service companies.

· Warehousing/stocking/stacking of materials as per specification and safety standards.

· Responsible for transfers, load-outs and backloads of well engineering materials.

· Responsible for all stacking area/ pipe yard/warehouse inventory & tracking operations.

· Well engineering materials receipt and issue using SAP.
· Checking of materials/equipment for conformity to order specifications.

· Stock control/reconciliation/audit and associated records.

· Responsible for ensuring that materials are stored in the right place and in good condition.
· Compile requests for materials, track purchases/supplies, and handle inquiries about orders utilizing established sources either through category management or locally defined suppliers.
· Work with material coordinators/warehousemen to eliminate material constraints and resolve delivery ticket and purchase order receipts issues.
· Perform all duties in accordance with established policies and procedures                       
2. Employer: OLIVE BRANCH HOTEL
Position: Store/Purchasing Officer
Date: 2014-2016
· Implement cost reduction strategy that are focused on creating greater efficiencies, economies of scale and better quality resources for competitive market positioning and ensure value for money in procurement.                                   
· Drive performance improvement in the organization, coordination and implementation of assigned business initiatives.
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· Supervise procurement-level financial management, reporting and controls and ensure financial propriety is maintained.
· Perform strategic analysis and planning on a broad range of topics (i.e. market analysis, competitor assessment, growth opportunity identification, sales channels, target customers, etc.)
· Identify, control and administer agreed procedures for the Request for Information (RFI), Requests for Proposals (RFP), Request for Quotations (RFQ), and Purchase Orders (PO).
· Carry out all the activities necessary for purchase/support services, in compliance with given cost/time/quality requirements and with corporate/company policies and standards and work instructions.
· Develop the department’s strategy, structure and KPI.
· Prepare purchase orders using defined buying channels.
· Employ appropriate methodologies for handling simple and complex procurement tasks and/or issues.

· Coordinate and supervise work effort of others to ensure integration and completion of work against expectations.
· Provide direction, advice and counsel regarding procurement and material functions and administration.
· Provide commercial support to operations to improve efficiency.
· Procurement planning & monitoring based on Look Ahead Plans for operations.
· Employ the highest standard of integrity appropriate to the fiduciary duty of the position. 

· Daily operational reporting.
3. Employer: Independent National Electoral Commission - INEC

Position: Assistant Registration Officer


                             



Date: 2011-2011
· Take delivery of all materials and equipment for the designated registration centre.
· Ensure safety of all materials and equipment for the designated registration centre. 

· Ensure that the registration centre is set up and ready before the commencement of voter registration each day.
· Ensure the Direct Data Capture (DDC) equipment is sufficiently charged (for at least 8 hours) before the commencement of voter registration each day. 

· Ensure that all eligible persons wishing to register are registered, and their names, other details, photographs and thumbprints are captured and stored using the DDC equipment.   
· Print out temporary voter cards and laminate them before issuing them to voters. 

· Hear and determine claims and objectives of voters.
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· Maintain the Record of Registered Voters in a Polling Unit of the Registration Area.
·  Make daily backup of voters’ data captured at the registration centre using the prescribed format and submit the same to the Registration Area Collation Officer (RACO).

· Account for all forms used for registration daily and at the end of the initial general registration of voters.
· Report any security incident or concern to Security Agents at the centre or the RACO.
· Print the Preliminary Register of Voters (PRV) for the registration centre for public scrutiny. 

· Prepare daily reports on the registration exercise and submit them to the RACO.
· At the end of the initial general registration period, return all unused forms and other materials and equipment to the RACO.

4. Employer: AKANI HOTELS      

 Position: Front Office Supervisor          






 Date: 2004-2007
· Provide general administrative support.
· Help in writing up of policies and procedures and also critical reports.
· Supervise, plan, assign, organize, direct, coordinate & evaluate the work of subordinates & adopt operations necessary to ensure success. 
· Conduct regularly scheduled meetings of front office personnel.  
· Ensure implementation of all hotel policies and house rules.
· Review daily front office work and activity reports.
· Prepare revenue and occupancy forecasting.        

· Customer Service.
· Records management.
· Accounting/cash management.  

· Office morale & harmony.
· Communications.
HONOUR:


· Senior Prefect: 1995-96, Government Secondary School, Omerelu, Rivers State.
HOBBIES:

· Reading news dailies and motivational books
· Counseling
· Research
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REFERENCES:
1. BARR. CLIFFORD NWANYANWU

Faculty of Law, Rivers State University of Science and Technology, Port Harcourt.

+2348033419530
      nwanyanwuclifford@yahoo.com
2. DR. WELLE SYLVANUS

Senior Medical Officer, Dept. of Family Health, Fed. Min. of Health Hqtrs., Abuja. 
+2348063745846.

 sylvelle2002@yahoo.com
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