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STORE KEEPER- DATA ENTRY 
Inventory Reporting – Stock Updating – Analysis of Stock Movement – Processing of GRN, Material Requisition, Store Issue Voucher & Transfer Voucher - Verification of  Purchase Order Requisition.
Career Objective
Seeking a challenging career where I can utilize my 6 years of experience (U.A.E) with multinational company, and prove my capabilities and organizational skills to drive for continued personal and professional growth.

Summary of Skills & Experience
Meticulous professional with 6 years experience in inventory , documentation and other office work . Excellent communicator who is Fluent in English, Hindi and Malayalam.  Strong team working and multi tasking skills, successfully completes targets within time . Active  participation in all company projects  and activities.  
Professional Experience
Six year experience in Reputed Firm - DUBAI






As a STORE KEEPER - DATA ENTRY OPERATOR  - Since 2008 to 2014.
Responsibilities

· Preparation of Inventory reports.
· Updation of GRN.
· Preparation of Material request.
· Prepare Store Issue Voucher and Transfer Vouchers .
· Stock updating and verification.
· Follow up of Purchase Orders.
· Coordinating with Purchase Dept. and  Projects. 

Personal Information
Date of Birth

:  1st June 1966.
Marital status

:  Married.
Nationality

:  Indian

Languages Fluency

:  English, Hindi, Malayalam.
Visa Status

:  On Visiting Visa , 
Educational Qualification
Academic 

:
S.S.L.C , P.D.C, & B.COM (Completed).


: 
I.T.I- Electronics. (From National Council for Vocational Training).
                                    :     Diploma in Fire and Safety Engineering and IOSH - UK.
                                     :    Diploma in Computer Application (From Indian Computer Educational Society).
Professional

:
Working experience in software Inventory packages - Horizon, Navision, 


:
Thorough working knowledge of Microsoft Office Applications – MS Word, MS Excel, MS Power point,  Internet & E-mail.

My Strength
· Sincere and hard working - Have the ability to complete all the work assigned on time.

· Can effectively do the prioritization of work
· Having an ability to work under pressure.

· Capable to cope-up and mingle with different kinds of people and of different Nationalities.

· Accurate and fast in operating all Windows based applications.

