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To attain a challenging position in US Army supply chain to learn more and secure a position where I can fully utilize my training, education, and experiences which will result in making a positive contribution leading to career advancement. 
Summary of Professional Qualifications
· Currently working as Inventory Technician for AECOM / AC FIRST, Afghanistan

· Over One year of experience as Admin Assistant forMAXIMO under sub contract for
 Kellogg Brown & Root (KBR), Iraq
· Worked as Ware House Data Entry Specialist for MAXIMO under sub contract for
 Kellogg Brown & Root (KBR), Iraq

· Processed incoming and outgoing mail.

· Prepared, analyzed, and maintained project files/reports according to company policy.

· Experienced operating telephone and providing assistance in a professional manor.
· Processed audits on a weekly and monthly basis.

· Loaded/ unloaded, stored, issued/ turned in supplies and equipments.
Specialized knowledge and skills
· Proficient and well versed in MS Office suite.
· Knowledge of principles and processes for providing customer and personal services. 

· Great interpersonal skills.
· Posse’s good verbal and written communication.

· Operates all office equipment, PC computer and printer, fax machine and reproduction machines.

· Posses sound knowledge for developing business plans and has proven excellent track record in the field of customer support service.
· Expert in all platforms of operating systems by Microsoft, Apple and Linux.
· Capable of contributing significant efficiency even working under pressure.
· Highly skilled in using computerized databases for automation process and data entry.
· Performed upgrading and configuring various software packages.
· Posse’s knowledge in stock control and accounting procedures.

Employment History

Inventory Technician, AC FIRST/ AECOM, Jalalabad, Afghanistan.
(Since 27 APRIL 2012 – MAY 2014)
Currently working as an Inventory Clerk under FSM.Performs all prescribed duties effectively and efficiently in an environmental condition with extreme minus temperature humid conditions and dust during a 77 hour work week. Maintains housekeeping around the facilities provided. Ensures environmental safety policies and guidelines in daily operations. Periodically inspected inventory items to ensure proper amounts match up with the data entered into the computer system. Assisted other co-workers in administrative data (Time sheets, half day schedules, and leave forms)
Admin Assistant, MAXIMO under KBR, Baghdad, Iraq
(Since APRIL 2011 – MARCH 2012)

Maintained workflow by studying methods and developing reporting procedures. Created and revised systems and procedures by analyzing operating practices, recordkeeping systems, forms control, office layout, and personnel requirements, implementing changes. Resolved administrative problems by coordinating preparation of reports, analyzing data, and identifying solutions.Provided information by answering questions and requests.Contributed to team effort by accomplishing related results as needed. Maintained supplies inventory by checking stock to determine inventory level, anticipating needed supplies, placing and expediting orders for supplies, verifying receipt of supplies.
                               BANK CLERK, under VIJAYA BANK BAILUR

                                         (Since JUL 2014 -JAN2014)

Primary Responsibilities:

· Keep a record of the several transactions processed by the bank on daily basis by posting accurate accounting entries in record books for every transaction

· Maintain the various accounts books such as journal, ledger and balance sheet and ensure accuracy within the contents

· Prepare weekly and monthly reports giving status details of every account

· File the support documents for reference
· Handle the transaction counter and process their transactions

· Respond to customer queries to inform them about the status of their transactions

· Coordinate activities between customers & organization and different departments and personnel within the organization

Achievements
· Certificate for Diploma in Computer Application

· Certificate for Tally 9.0

· Employee of the month- 2 times
· Quality award(provided for exceptional performance)- 1 time
Academic Profile
Graduation 


: Bachelor of Arts in Sociology, Mangalore University, India
Plus Two


: Board of HSE, Karnataka, India

SSLC 


: Board of Public Examinations Karnataka, India
Personal Profile
Date of Birth

:
31-May-1988

Nationality


:
Indian

Sex



:
Male

Marital Status

:
Single

Languages Known

:
English, Hindi
