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ABDULAZIZ HASSAN FARES

Department Coordinator and Systems Operator

M abdulaziz.h.fares@gmail.com
9 Kingdom of Saudi Arabia - Riyadh

I specialize in developing departmental structures and ensuring the smooth operation of their systems
| actively support department heads in the execution and follow-up of tasks, as well as the preparation of periodic

reports Currently, | work in close collaboration with the Equipment Maintenance Department—particularly
focusing on production-related machinery—and the General Administration

tracking assigned responsibilities

WORK EXPERIENCE

Systems Coordinator & Operations Controller
JDCO - Al-Jazirah Development Company for Cement Products, Riyadh 2020-2025
Maintenance Management

Supervising department staff and following up on tasks

Preparing, developing, and monitoring purchase orders for spare parts
related to equipment

Monitoring the department’s spare parts inventory in the main and subsidiary
warehouses

Following up on and improving inspection checklists for production
equipment

Monitoring daily, weekly, and monthly work reports, as well as preventive
maintenance activities for production equipment

Operating and developing the department’s work system (Dynamic-
Microsoft), including creating assets, employee groups, faults, work types
(Preventive, Corrective, Sofety), inventory, warehouse management, and work
planning (Asset Plan)

Entering maintenance work orders and maintenance requests

Monitoring repair times, identifying critical faults (downtime) and their
causes, and prioritizing maintenance work for production machines

Tracking periodic machine inspection reports, determining priorities, and
planning time for preventive maintenance tasks (Machine Checklists)

JDCO - Al-Jazirah Development Company for Cement Products, Riyadh 2015-2020

Sales Department Management

Establishing the company’s Sales Department

Preparing, developing, and managing the department’s pricing cycle
Preparing, developing, and managing the customer purchase order cycle
Managing both electronic and paper archiving for the department
Following up on contracts, master purchase orders (Master P.O), related sub-
orders (Part of M.P.O), and general product orders (P.O)

Operating and developing the department’s work system (Dynamic-
Microsoft), including creating customers, pricing (Questions), and purchase
orders

Monitoring quantities produced for customers and stages, and following up
on various types of reports

Coordinating the work of the Sales Department Manager

| possess excellent communication skills and demonstrate a high level of commitment to completing and

© EDUCATION

=)

Business Administration and Marketing
University Degree — Syria 2015

Computer Technical Assistant and
Programming
Higher Institute - Syria 2009
International Air Cargo Handling and
Unloading

Craft Certificate 2007

EXPERIENCE

e Establishing departments

e Communication, customer service,
and follow-up

e Developing work processes

e Designing departmental workflows

e Operating systems

e Internal task follow-up

SKILLS

¢ Ability to adapt to different work styles

e Strong planning and time management skills

e Fast execution of tasks

e Ability to work under pressure

e Problem-solving and decision-making skills

e Teamwork and collaboration skills

e Responsibility and commitment to tasks

e Attention to detail and accuracy

e Flexibility in dealing with changes

e Effective communication with team members
and clients

LANGUAGE

e Arabic - Main Language
e English -75%
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