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Applied for suitable post(Storekeeper/Secretarial/Administrative)

Date  of  Birth    :  09 June, 1974

Total Work Experience: 10 Years +

 (a) As a Storekeeper: 5years + ( UAE) 

 (b) As a Secretary    :  5 Years (India)

All about Present Employer:( My Present Contract is going to expire in April 2007 )

PRESENTLY WORKING WITH JUMBO ELECTRONICS CO LLC, ABUDHABI(LATE.M.R. CHHABRIA GROUPS OF COMPANY. ONE OF THE REPUTED  ORGANISATION IN UAE, SELLING,  CONSUMER ELECTRONICS PRODUCTS / HOME APPLIANCES/ IT & TELECOM PRODUCTS OF WORLDS REPUTED BRANDS , VIZ. SONY, SUPRA, ROWA, GRUNDIG, PALM, PHILIPS, COMPAQ, ACER, IBM, NOKIA etc. ) .

WORKING IN STORES DEPT.  FROM 8TH APRIL 2001:   DESIGNATION: STOREKEEPER   

PERFORMING DUTIES AS A STORES INCHARGE AND INDEPENDENTLY HANDLING  THE FOLLOWING  JOBS &  RESPONSIBILITIES:-

oReceiving Daily Spare Parts from the Principal – Sony, oAttending Customers Calls & enquiries for Spare Parts(Home Appliances & Consumer Electronics)o Co-ordinating with Dealers & Retail Incharge for delivery of Spare Parts oIssuing spares to the Technicians for repairs & Customers at counter  at  Service Centre, o Preparing Purchase Orders, o Preparing Quotations,  o Transferring materials to all the Regions (Dubai/Sharjah/RAK/ Alain/Fujeirah), o  Preparing Monthly Payment request, o Preparing weekly spare part pending status o Maintaining Parts Pending file, o Maintaining records for ISO, Filing, Despatching etc. ( Working in JDE – ERP Package)

Reporting to: Manager (Services)Abudhabi

All about previous employers:

Worked with INDOWORTH (INDIA) LTD., BUTIBORI (NAGPUR), (INDORAMA GROUP OF COMPANIES – THAILAND BASED)  MANUFACTURING & EXPORTING WOOL & WOOL BLENDED YARN & FABRIC ACROSS ALL OVER THE WORLD. 100% EXPORT ORIENTED UNIT).

(A) WORKED WITH PURCHASE / STORES DEPARTMENT,  FROM 06 OCT 97 TO 19 JULY 98:

DESIGNATION:  SECRETARY        NATURE OF RESPONSIBILITIES HANDLED:

o Drafting  letters  independently, o Taking Dictations,  o Making Enquiries  for  quotation,  

o Preparing Comparative Statement from quotations,  o Making Imported Purchase Orders, 

o Sending L/C Request to H.O.,  o Despatching / Maintaining non-negotiable set of Shipping Documents, o Maintaining Records for ISO, o Filling, Despatching etc.

Reported to: DY.GENERAL MANAGER (MATERIALS)  &  PURCHASE OFFICER

(Contd..2..)

(…2…)

(B)
WORKED WITH  MARKETING DEPARTMENT FROM 20 JULY 98 TO 31st MAR.2001:

DESIGNATION:  SECRETARY,    NATURE OF RESPONSIBILITIES HANDLED:

o Drafting letters independently, o Taking Dictations  o Sending / Retrieving daily Email Messages ,

 o Preparing Sale Notes,  o Shipment Advices,  o Filing, Despatching etc.

Reported to: GENERAL MANAGER (COMMERCIAL)

•
Worked with  M/s Rallis India Ltd., (Agrochemicals) Sales Office, Akola

      as Stenographer from 13 Aug 94 to 31 Jan 97 (2 Years & 5 Months)

•
Worked with M/s Sujata Plastics, Akola as a part-time Stenographer from

       04 Jun 94 to 04 Oct 97 (3 Years & 3 Months)

•
Worked with Hotel Greenland Cottages, Akola, as Accounts Assistant from

       01 Feb 97 to 30 Sept 97 (8 Months)

•
Worked with Shri WN Agrawal / Lohia Advocates, Akola as Stenographer

      from 01 May 93 to 12 Aug 94 (1 Year & 2 Months)

Educational Qualifications:

•
B.Com. (1995-96) LRT  College of Commerce, Akola ( Amravati Board )

•
HSC (1992-93) LRT College of Commerce, Akola ( Amravati Board )

•
SSC (1990-91)  New English High School, Akola ( Pune Board )

Other / Professional Qualifications:

•
Passed English Shorthand @ 120 W.P.M. (1993) (GCC Pune Board)

•
Passed English Typing       @  50  W.P.M. (1993) (GCC Pune Board)

•
Passed Six Months Certificate Course of Computer in DTP ( 1996-97)

•
Passed 2 months Arabic Language(reading & writing) Certificate Course

Knowledge of:

•
Computers:  JDE (ERP) , AS-400 & Windows (MS Excel, MS Word & Power Point)

•
Electronic Typewriter, Scanning Machine & Fax Machine, Operation of E-mail , Internet

•
Languages: English, Hindi, Marathi &  Malayalam

•
HOLDING A VALID  UAE DRIVING LICENCE

Marital Status 


 :
  Married

