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CAREER OBJECTIVE
I am a multi-skilled hardworking and efficient warehouse senior assistant with a proven track record of ensuring the smooth functioning and running of all warehouse concerning activities, able to follow standard operating procedures and work in a methodical and tidy manner with possessing a comprehensive understanding of material / stock management techniques and inventory control methods and procedures. Now looking for a suitable position with a company which offers genuine room for progression and where I can make a significant contribution.
JOB HISTORY

Warehouse Senior Assistant

Oct. 2010 – Present
Home Furnishing Division –Pottery Barn, M.H. Alshaya Co.LLC (Dubai-UAE)
· Receiving, moving, checking and storing incoming goods.

· Checking and inspecting goods received and ensuring that they are accurate quantity and acceptable quality.

· Packaging and labeling products before they are dispatched.
· Picking and packing products.

· Selecting space for storage and arranging for good to be placed in the designated areas.

· Making sure that all inventory processes are completed on the same day.
· Labeling goods that have arrived at the warehouse.
· Welcoming and helping clients who visit the branch.
· Preparing deliveries for the van drivers.
· Supervising the work of junior staff.
· Signing off and replenishing stock.

· Conduct a count of all locations for items listed as “short pick” generated from the short pick daily reports

· Post picks audit and random, empty locations audit.
· Carry out stock investigation on stock discrepancies by conducting physical checks of locations and this will include both manual and scanned 

· As directed by the supervisor will conduct perpetual inventory / planned cycle count

· All discrepancies are logged and investigated before reconciliation is made
· Accurately updating all data into computer and manual recording systems.
Customer and Dispatch Coordinator (In-house) May 2009 – June 2010
Careon Medical Disposables Pvt. Ltd. – Kerala, India
· Keep up to-date stock ledger of products for providing stock availability status to our customers and field staff

· Work closely in coordination with the procurement  and production department 

· Taking and checking dispatch orders and ensure good customer services

· Monitor, Motivate stockiest and field sales staff

· Generate maximum sales , dispatch orders by calling stockiest and field staff

· Payment follow-up and entry 

· Monitoring  of daily dispatches and coordinate with transporters

· Handling of customers’ feedback and complaints

· Performing of simple administrative and clerical duties
Store keeper     (March 2007 - Feb. 2009)

Dome Water Factory -Riyadh, KSA 
· Record timely and accurately receipts, issues, return  of finished goods in and out of stores

· Receive and record movement of finished products to the store from the production area and notify shortages ,damages

· Maintain proper records of finished goods and movement of sales truck

· Report and keep record of any discrepancies 

· Ensure warehouse is maintained as a clean and safe to work

· Strict control and maintenance of FIFO in the organization

· Supervising daily dispatches, preparing gate pass&  trip sheet for loading

Store keeper     (Feb. 2000 – Feb.2007)
Nest foods & Beverages Corporation –Kerala, India

· Carried out the physical receipt of raw materials, verifies that quantities and conditions of materials received are in accordance with specifications.
· Record timely and accurately receipts, issues, return  of material coming in and out of stores

· Check discrepancies against delivery note and to quickly notify the materials manager

· Records finished goods that are received from the production area , notify shortages , damages

· Follows up daily loading operations, ensure that items are loaded according to proper manner and checks  loading notes to ensure correct dispatch of  finished goods

· Carried out the monthly inventory checks of items in stock

· Reports any discrepancies, damages or shortages to the foreman and takes necessary actions, under the instruction of the foreman for selling and scrapping materials

· Strict control and maintenance of FIFO, in the organization

· Ensure warehouse is maintained as a clean and safe place to work  
Professional experience and skills
· Strong personality with good interpersonal skills

· Shipping and receiving practices 

· Computer literate and  knowledge of supply chain management and related fields
· Effective communication skill in multi languages ( English, Arabic, Hindi, Urdu, Malayalam)
· Energetic, willing  to learn and mature minded

· Ability to create and   maintain an effective team work

· Willingness to take an added responsibilities

· Having good ethical background and honesty

· Flexible and keen to take an appropriate initiative and responsibility
· Delivering excellent customer service to clients who visit the warehouse
· Ability to follow processes and procedure accurately
· Can use a RF gun.
· A comprehensive understanding of safety procedures.

· Minimizing stock loss.

· Meeting tight deadlines. 
Academic qualification
· Bachelor Degree in Economics  from Calicut University - Kerala, India
Personal information

Date of Birth 

:
09.04.1975

Sex
        

:
Male 

Marital Status 

:
Married 

Nationality 
             : 
Indian 

     I hereby undertake that all the information stated above is correct to the best of my knowledge and belief. 
