DINESH
DINESH.219302@2freemail.com  
· Sincere and diligent professional with 7+ years of experience across Store Operations, Office Administration.

ORGANISATIONAL EXPERIENCE
AQUA WORLD GREENTECH PVT LTD, CHENNAI

        since June2014

Admin cum Store in-Charge

· Daily updates on Stock ledger, Capital goods, site wise delivery details, Purchase and returnable details

· Updating inwards and outwards of materials

· Preparation of work orders for new projects

· Processing appointment letters for new joiner’s

· Attending service calls and coordinating with service depts.

· Coordinating with Purchase depts. for raw materials stocks and order processing

ZENER FIRE & SECURITY FZE, Dubai 

                        Jan2008-Feb2014 

Office Administrator cum Store In-charge

· Preparation of Daily reports & other office administrative records according to laid down procedures, policies and regulatory requirements on regular basis for smooth functioning.

· Managed the entire spectrum of activities across providing facilities support to all the office staff and efficiently arranging and maintaining office cleaning contract. 

· Established and maintained suppliers of consumables materials as required and monitored the use of stationary and forwarded company paid bills to Accounts department.

· Prepared timesheets, daily Manpower reports, Gate passes (in & out) in DEWA power plant and was In charge of company vehicles movement
OCHER HEALTH CARE, CHENNAI 


          Sep2006-Dec2007

Store In-Charge 

· Managed store management functions for Bakery Store and Plant, staffing, safety & hygiene of stock and client feedback.

· Skillfully managed various general administrative functions of the organization while maintained the filing system, handling stores, making invoices and keeping stock inventory.

GARMENT OFFICE, COTTON CLUB OF INDIA, CHENNAI    Sep2004–Aug 2006

Export Assistant

· Accountable for preparation of documentation, both at pre shipment stage and post shipment stage.

· Prepared Invoices, Packing lists, other Shipping Documents and Bank Documents and managed Performa Invoices for Letters of Credit and general office routine work.

PAST EXPERIENCE

GARMENT OFFICE, PENTA WEAR, CHENNAI 


       Jan1997-Aug2004

Export Assistant

· Accountable for preparation of documentation, both at pre shipment stage and post shipment stage.

· Prepared Invoices, Packing lists, other Shipping Documents and Bank Documents and managed Performa Invoices for Letters of Credit and general office routine work.

PAST EXPERIENCE
EDP DEPARTMENT, TARUNEE LOKA, CHENNAI, Trainee
      May1994–Jun1995

EDUCATION

· B.A. (Economics), Madras University, 1993 
· Diploma, Graphic User Interface, Covering Windows 95, MS-Office, Visual Basic &, Power Builder (Orchid Soft Systems), 1997

TRAININGS

· Elementary First Aid 

· Fire Prevention & Fire Fighting
· Personal Safety & Social Survival Techniques (Academy of Maritime Education & Training).


