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SUMMARY



  An Admin and Warehouse Executive having experience in cost effective procurement of material, maintaining and developing a productive  warehouse in an organized and systematic manner and Inventory Control System. Well versed in maintaining the physical appearance of the warehouse. Warehouse database and Warehouse and logistic employees, Keen on safety and security of material and personnel
HIGHLIGHTS


· M.C. A Graduate with 2 years of experience as an Admin and Warehouse Executive.

· Proficient in the use of computer applications like MS - Office 

· Capable of handling multiple tasks and prioritize them in effective manner.

· Excellent people management and time management skills.
· Great ability to work as part of a team
EMPLOYMENT HISTORY

Warehouse Executive – July 2012 to Dec 2013
M/s Nasir & Co - Manufacturer and Exporter of Finished Leather – Chennai – India

· Receives and inspects all incoming materials and reconciles with purchase orders and purchase invoices.

· Ensure the storage of materials so received in appropriate places. 

· Makes intra- and inter-campus deliveries against authorised requisition notes/delivery order.
· Maintains the warehouse, records area and stores area in a neat and orderly manner

· Ensure safe keeping of Material both as to quality and quantity.
· Initiate purchase requisitions for the replacement of stock of all regular stores items whenever the stock level of any item of store approaches the minimum limit fixed in respect thereof
· Initiate action for stoppage of further purchasing when the stock level approaches the maximum limit.
· Keeping a reserve a particular material for a specific job when so required
· To check the book balances, with the actual physical stock at frequent intervals by way of internal control over wrong issues, pilferage, etc.
· Maintenance of Stock register and preparation of Goods Receipt Note & Delivery Challan
Admin Executive – Jan 2014 to Sept 2014

M/s Nasir & Co - Manufacturer and Exporter of Finished Leather – Chennai – India

· Analyzing various proposals from Vendors.

· Negotiating with vendors with regard to quantity, price, terms of delivery and terms of payment.

· Issuing Purchase orders to vendors as approved by Purchase Manager.

· Communicating with vendors and logistic companies with regard to ensure timely delivery of material.
· Coordinating with receiving department and monitoring accuracy of the shipment
· Putting up shortage / damage claims to the overseas suppliers and insurance company.

· Passing entries in Accounting Software for Purchase Order, Purchase Invoice and Goods Receipt Note. 
· Preparing effective MIS reports on weekly & monthly basis
ACADEMIC QUALIFICATION


	DEGREE
	INSTITUTE
	YEAR OF PASSING
	GRADE

	B. SC 

 Computer Science
	Thiruvallur University
	Apr 2009
	First Class

	M.C.A
	University of Madras
	April 2012
	First Class


LINGUISTIC SKILLS


	LANGUAGE
	READ
	WRITE
	SPEAK

	English
	Expert
	Expert
	Expert

	Urdu
	Expert
	Expert
	Expert

	Tamil
	Expert
	Expert
	Expert

	Hindi
	
	
	Expert

	Arabic
	Moderate
	Moderate
	


PERSONAL DETAILS


Date of Birth 
:  
20 / 09 / 1987

Gender                  
:
Male

Marital Status
:
Single

Nationality
:
Indian

Current Location
:
Dubai, UAE

Availability
:
Immediate Start







