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· Good experience in Warehouse, Stores, Logistics, Delivery, Accounts Receivables, Administration, Secretarial & Facilities Management.
· Good experience in Managerial and in supervisory level.
· Good typing speed 50 wpm & excellent IT / PC literacy
· Proficient in handling Tally  ERP– Financial Accounting Software, BAAN (SAP) & FACTS (SAP)

· Good experience in preparing documentation, Business reports, Brochures,

posters, notices, banners, submittals and all kinds of designing works in Adobe Photoshop / Adobe Pagemaker / Corel Draw / Windows / MS Office (Word, Excel, Powerpoint, Outlook) & Internet.
· Capable of handling independent correspondence through e-mails, faxes & letters.

· Document management (preparation / filling and maintaining records and ledgers)

· Responsible, sincere & hardworking and having very good interpersonal & negotiation skills with clients, suppliers, customers etc.

· Computer literate – can quickly learn new software


MIDDLE EAST EXPERIENCE (TOTAL – 6 years & 8 months)
1) M/s. Silver Arcade Linen LLC, DIP, Dubai, UAE (June 2014 - Aug 2016)
As Warehouse / Stores In Charge
· Managing the Warehouse and storage of all materials.
· Supervising the operation of a storeroom and all facets including ordering, receiving, processing, recording and distributing supplies and materials; preparing and maintaining detailed records and files. Supervision is exercised over storekeepers, delivery persons & staffs engaged in loading & unloading.
· Ensuring Hygiene and effective warehouse management. Implementation of FIFO & other related warehouse systems
· Keeping a stock control system up-to-date and planning future capacity requirements.
· Supervising the receiving reports on all shipments received through the warehouse & Overseeing the receipt and dispersal of materials entering or leaving warehouse
· Ensuring Warehouse Space Management and stock rotation.
· Planning and conducting Monthly physical stock taking and reconcile with Finance, Sales and Production. 
· Co-ordination with the superiors regarding cost effective inventory controls of materials.
· Supervising delivery, labeling, casing, packing of materials and products.
2) M/s. Technical Supplies & Services Co. LLC., (Harwal Group), Sharjah, U.A.E – 
(March 2005 - Dec 2008)

As Storekeeper & Logistics Co-ordinator

· Supervision and co-ordinating the activities of workers engaged in receiving, transporting, stocking, order filing, shipping and maintaining stock records in Stores & Warehouse.
· Logistics related works like arranging Vehicles (trailers, pick-ups, Forklifts etc.,) & co-ordinating with the transport agents & drivers to move the materials.
· Maintaining daily operations of goods received note and checking the quality of product in line with company’s standard policy.
· Data entry, validation & updating of the inventory control system in a software called ‘BAAN IV’ (SAP)
· Fully conversant with routine stores operation such as maintaining an inventory, checking stocks, issuing of items, receiving and stocking items from suppliers & preparing report on stock status.
· Keep records of materials or items (including surplus materials) received or distributed in accordance with established procedures.
· Correspondence through faxes, letters & email with international & local clients & suppliers.
3) M/s. Carillion Qatar (Facilities Management), Doha-Qatar (Aug 2013–May 2014)
As Facilities Co-ordinator & House Keeping Supervisor
· Supervision and coordinating the activities of staff engaged in Housekeeping, maintenance works, transportation, stores, catering, collection, delivery, & customer service in various sites of Qatar shell (Office, villas, apartments, Schools, Clubs and others) 
· Coordinating tenants during Handover, takeover, Check-in & Check-out from apartment & villa.
· Assisting the property manager for inspecting villas/apartment and reporting damages, alterations or modifications when a tenant check out / check in. 
· Correspondence through faxes, letters & email with customers, tenants & local clients. Also, attending queries & complaints receiving through help desk. 
· Preparing time sheets, allocating workers in different work sites, arranging materials etc.
· Conducting training, tool box talk, weekly review with team leaders & staffs engaged in Housekeeping, MEP & Stores. 
INDIAN EXPERIENCE (TOTAL – 12 years & 7 months)
Since Jan 2009 to June 2013 : M/s. Kerala Transport Company, (KTC Group),      Calicut, Kerala, India

As Assistant Manager (Billing & Collection Dept.)
· Follow up and collection of outstanding receivables as per the credit terms.
· Preparation of monthly outstanding receivables ageing reports and other accounts receivables MIS reports. Monthly billing reconciliation with operations report. monthly credit business reports like bookings, billings, payments, payment deductions, GP ratio etc in Ms office (word, excel, powerpoint).
· Maintaining accuracy of Bill registers, unbilled registers, outstanding statements of each & every customers at all locations in India.
· Fully conversant with routine transport operation such as maintaining waybills, routing, hiring vehicles, recording deliveries, recording proof of delivery (acknowledgements) from customers, checking of accuracy in delivery, timely billing & collection from customers.
· Communicating the discrepancies in invoices and documents to concerned divisions and agencies and get it clarified.
Dec 1996 to Jan 2005 : M/s. Raja Rajeswari Enterprises, Palakkad, Kerala, India
As Secretary cum Accounts Clerk :
· Diary management & Preparation of Overseas Itinerary for the Director.
· Correspondence through faxes, letters & email with international & local clients.
· Responsible for preparing target sheets, circulars, monthly and yearly sales charts, Sales reports, stock outstanding, slow moving items etc.,
· Checking / Auditing daily sales report of the sales team.
· Preparation of purchase documents, Brochures, submittals, posters, notices & visiting cards for Sales staff and all kinds of designing works in Photoshop, Coreldraw & Pagemaker.

· Looking after administrative activities and maintaining records like attendance, time sheet, absent report, payroll process, disbursing salary to the staff and other general office works.
· Co-ordinating with the event management teams & attending telephone calls and customer enquiries. 
· Preparation of all books of accounts like Bank book, Cash book, Petty Cash book, Bank Reconcillations, Ledger posting & preparation of invoices, vouchers, receipts etc., manually and in Tally. 
· Overdue follow ups and debts collections from debtors
· Assisting accountant for the finalization. 
· B.Com Degree Passed from University of Madras, Tamil Nadu State, India.
· Passed English Typewriting – Higher Grade
· Passed Advanced Diploma in Computer Applications
· Passed Diploma course in Graphic Designing & Interior Designing.
· Certificate of Appreciation for outstanding contribution to "Safety Management" & participating in "Goal Zero" campaign for 'Qatar Shell GTL'

Indian / Male / Date of Birth 

: 19-03-1974
Marital Status 



: Married
Visa Status
(UAE)



: Visit Visa ( 90 Days – U.A.E)
Languages Known



: English, Malayalam, Tamil & Hindi 

Total Years of Work Experience
: 19 years & 3 months


DINESH P.K. (Gulfjobseeker CV No 186789)	


								








PROFILE 








EMPLOYMENT & NATURE OF JOBS DONE








EDUCATIONAL QUALIFICATIONS





PERSONAL DETAILS











PAGE  
1

