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 “a young ambitious professional who believes in                      
hard work and sincerity”

 

 

 

CAREER VISION
To work in a challenging environment demanding all 
my skills and efforts to explore and adapt myself in 
different fields and realize my potential where I get the 
opportunity for continuous learning. 

PERSONAL SUMMARY
I have an overall experience of around 7 years in Store and Inventory Management. The extensive work experience as mentioned below has helped me develop the following attributes expertly to cater the needs of fast paced and advanced work conditions:
• Good rapport building and excellent in communication with staff and the clients 
• Logical thinker and very good at data analysis 
• Great team player and focused on enhancing business profitability through and focused work.

WORK EXPERIENCE

STORES EXECUTIVE & SENIOR SHOWROOM EXECUTIVE – 
Blossom Trading LLC, Bur Dubai, UAE.
Nov 2012 to Jan 2015.
• Coordinate daily deliveries. • Punching in Daily Sales Orders so that the Warehouse staff can begin on deliveries. • Get orders approved  by Senior staff .Invoice checking. 
• Transport voucher checking. • • Meeting book handling. • Forward goods book handling. • Daily Stock Position paper handling. 

• Stock Adjustment.  • Goods return entry making.

 Salesman Handling.  • Hold deliveries handling. • Telephone Attending. • Diary handling --- (New  A/c opening; Limit & Stock Adjustment). • Visit to Godown once a week.• Customer Handling.

Coordinate with the sampling department regarding sending samples to the clients.

 

 

 

STORES EXECUTIVE &COMPUTER OPERATOR  -  
ITC Ltd, Surat Gujarat INDIA. 
Feb 2007 to Oct 2012.
 • Coordinating effective communication between the Sales team and the Stores team, and other administrative staff.

• Coordinate daily stock taking of the Stores inventory and make sure that its up to date.

• Maintain proper records of all the incoming and out going goods.

• Effectively coordinate daily deliveries to the respective clients.

• Preparing daily delivery orders and also supervise other store activities  ensuring smooth operations of the Stores Dept.

• Maintain all records related to the daily Stock Taking, Sales Order forms, Delivery orders etc and keep all these records in appropriate files.

• Report the upper management of the daily stock position by submitting opening stock and closing stock reports.
 

 




Pursuing B.com                          

Completed FYB.com.

Gujarat University



KNOWLEDGE &
CERTIFICATIONS

MS Office
MS Windows 
Completed ITI course on Computer Operations and Programming Assistant
Completed  Accounting course on Tally and Taxation. 

PERSONAL SKILLS

Good Communication and interpersonal skills,

Quick Learner  with strong analytical skills

Good command over spoken English, Hindi and Gujarati

Sincere and hard working. Good in time management Ability to work independently

Flexible to travel
Great communication skills
Target Oriented

 

 

PERSONAL DETAILS

 

DOB : 19th Aug 1987
Nationality : India
Passport : Yes



 

