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Career Objective


A young enthusiastic and dedicated hard worker with highly developed people skills and an excellent grasp of mathematical concepts, seeking a challenging and responsible position in finance / Account / Admin to contribute to a growing organization.

Worked as Data Entry Operator (J.D Edwards 9.1.3) – Al Maya Group LLC (2009-2014)(Dubai)
Job Responsibilities:
· Making inventory report like stock reports, slow moving, Moving &Non Moving items, over four months suppliers wise, Item master list suppliers wise and brand wise.
· Create daily/manual purchase order for local/cash invoices which is received through PDT Scanner.
· Provide inventory reports to manager and head office when required.

· Checking local purchase report and change the price accordingly.

· Changing price in J.D.Edwards and Pos machine for all FMGC goods.
· Entering local invoice in J.D.Edwards System.

· Making GRV (Goods Return Voucher).

· Posting receiving local Invoice and in-house invoices.

· Do rebuild and reload process in POS controller to maintain item master file and send data file to POS.
· Making inventory Reclassification (IR) work with items Reclassifications.
· Working with item master detail with on hand and have good knowledge in Excel.
· Department, Sub-department wise monthly closing reports. 

· Verify daily telephone card ledger.

· Etisalat SIM card activation.

Worked as Computer Operator – Malaysia (2006 – 2008)
Job Responsibilities:
· Entering local invoice in J.D.EDWARDS.
· Making GRV (Goods Return Voucher).

· Changing price in J.D.Edwards and Pos machine.

· Create daily purchase report local invoice, cash invoice and GRV.   

· Provide inventory reports to manager and head office when required.

· Checking local purchase report and change the price accordingly.

· Posting receiving local Invoice and in-house invoices.
· Excel works
Employment History
·  Organization
 :   HANIFFA DEPARTMENT STORE
     

                Designation
 :   Computer Operator 

                       Duration   
 :   (2006 TO 2008)
                       Location
              :   Kuala Lumpur, Malaysia.
· INTEGRAL SERVICES COMPANY W.L.L

                      ISCO/MAINT/KNPC

                      GRAT SHUTDOWN PROJECT (March 2009 – May 2009) Kuwait.
Education and Technical Qualification
TECHNICAL PROFILE:
COURSE                 :
   D.M.E (Diploma in Mechanical Engineering)

INSTITUTE            :
   Mohamed Sathak Polytechnic College, Kilakarai.                              

BOARD                   :
   Department of Technical Education – TamilNadu
EDUCATION: 




COURSE
        :       SSLC (1996)
INSTITUTE            :       Govt. Hr. Sec. School, Panaikulam.

GRADE                    :       First Class with 65%.
OMC:



Department of Employment and Trading

COMPUTER PROFICIENCY:
       Packages                     : Power user of MS Office products, MS-Word, Excel, Power Point,  
                                                           Avid Internet User & Photoshop

                 Operating System         : Windows XP, Windows 7, Vista.
Strengths

· Good Interpersonal Skills.

· Strong in leadership & human relations.

· Good communication in English.

Personal Data

NATIONALITY

:     India
DATE OF BIRTH

:     16.05.1979

MARITAL STATUS

:     Married

LANGUAGES KNOWN
:     English, Hindi, Tamil, Malayalam, Malay (MALAYSIA)
Declaration

     
I am energetic and presentable. I possess excellent skills in communication and self- Correspondence I am as   well capable of maintaining a smooth decorum and environment in an office. If given a chance, I will serve your institution with the best of my capacity.       
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