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Post Applied for the position of  Store Keeper


OBJECTIVE

To pursue a challenging career and to be a part of progressive Organization that gives scope to enhance my knowledge, skills and to reach the pinnacle in this field with sheer dedication and hard work.
Profile
Qualified and experienced Store in charge with 32 years of proven work experience. Expertise in stores, inventory controlling material administration, and client relationship managing logistics operations.
EDUCATIONAL PURSUITS
1. Bachelor of Arts (B.A Political Science).
2. Computer Knowledge : Word, Excel, Inventory Control  and E-mail Application 

PROFESSIONAL EXPERIENCE
· Designation
-
Sr. Store Incharge
· Duration
-
From 2007 to till date

· Duties & Responsibilities 
-
· Handling overall stores activities at Project Sites
· Incharge for issues, receipts, documentation, warehousing, inventory, stocking and document controlling of the activities.

· Maintaining  Inward and Outward Registers on daily basis.

· Taking inventory on monthly basis and reconcile the same and reporting to the senior management.
· Keeping  track of stock physically.

· Receiving  materials and taking preventive measures for safe stocking of the goods.

· Handling all materials  timber, plywood, MEP materials and other building materials used in construction industry carefully.
· Placing indents in co-ordination with the Purchase Department for timely availability of materials.
· Conducting cyclic checks and stock reconciliation periodically.
· Ensuring appropriate documentation and process discipline among team.

· Compiling  reports, as required by the management 

· Planning for upcoming goods, preventive measures and stock control.
B)
Previous Employer

:
1)
Al-Osais Contracting Co.

Al Osais Heavy Equipment Division (Saudi Arabia)
· Designation
-
Sr. Storekeeper 
· Duration
-
From 1994 to 2007
· Worked Project

a)
Al Osais Heavy Equipment Division 








(Group Workshop)






From 1997 to 2007
· Duties & Responsibilities 
- 

· Receiving and issuing materials.

· Preparation of Stock Inventory and monthly consumption report.

· Generate RFQ (Requisition for Quotation) for the Purchase of Spare Parts.

· Office correspondence.

· Overall coordination in the workshop.

· Verification of invoices.

·  Reporting directly to Workshop Manager.

  b)
Saudi Aramco Project


(Civil, Electrical & Mechanical Project)



From 1994 to 1997
· Duties & Responsibilities 
- 

· Control overall receiving and Issuing of Site materials.


· Inspection of material arriving at Site as per Purchase Order, Report damages to main office, if required.


· Meeting with Aramco Officials and coordinate with them for Inspection Including Import materials.

· Inspect the Materials and confirm to Aramco in writing that the materials as per Specification and without any damage.

· Inspection of excess material & make necessary arrangements for its dispatch to warehouse.  

· Attending weekly meeting and update management of necessary improvements.

·  Reporting directly to Project Manager.

2)
Redico-Newfab Co. Ltd

Riyadh, Saudi Arabia.
· Designation
-
Storekeeper (Civil/Electrical/Mechanical)


· Duration
-
From 1992 to 1994
· Duties & Responsibilities – 

· Receiving and issuing of factory materials.

· Inspection of portables after finishing from the factory based on dimensions and supply to the customer.

· Inventory control.

· Office correspondences.

· Reporting directly to Branch Manager.

3)
Fiafi Trading & Contracting Co

Indian Overseas Construction Co. Ltd (JV) Tabuk
· Designation
-
Store keeper  (Electro Mechanical)
· Duration
-
From 1983 to 1989
· Duties & Responsibilities -
· Receiving and issuing of materials.

· Inspection of electrical and plumping materials imported to kingdom from overseas. (US/UK & Middle East)

· Inspection of Materials at site.

· Monthly Consumption report and stock summary.

· Reporting directly to Branch Manager.

PERSONAL DETAILS

Date of Birth



:
26/11/1956
Marital Status



:
Married.

Languages Known


:
English, Hindi, Malayalam & Tamil 

License




:
Holding valid Light & Heavy Vehicle License 






issued by the Govt. of India.
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