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Career Objective

Seeking a responsible and challenging position in your esteemed organization, to employ my expertise and experience in the field of Customer Service
Hands on work / Professional Exposure:

12 Years of Gulf experience in Retail Industry
Worked as Store-Keeper(In Charge) 
Worked as Supervisor in Sales
Numeracy Skills and Proficiency Using SAP RDBMS
      Education

· Graduate in Bachelor of Arts from Govt, College .Calicut University, Kerala, India.

· Diploma in Computer Application 

· System Exposure:

· Operating System                                      Win NT, Win XP, Windows 7 & 8
· Packages                                                   MS-Office, Business Object 5i 

· Networking  



         CCNA

Personal Details

Nature Of Job

· Engaged with Vendors in a sincere and friendly manner.
· Maintained knowledge of current sales and promotions
· Procure all necessary materials needed for daily operation of the company
· Makes sure there is always sufficient product on the shelves or in the warehouses    to keep the customers happy and keep the store well-stocked
· Continuously evaluating whether it is receiving these materials at the best possible price in order to maximize profitability
· As a Receiving Clerk, responsible to handle purchase orders and ensure items arriving without authorization are not received.

· Handle purchase order to ensure that copies of all approved and currently valid PO e.g. purchase requests, market lists. Slandered supply contracts at hand and files are maintained.
· Ensure that all items are physically received , inspected and weighed as necessary, in case of technical items, equipment, furniture, and certain food items, the concerned department is consulted to confirm the quality, specifications and materials are inspected as well as measurements are made thoroughly. 

· Transfer items after inspection to the department concerned either through the help of the supplier or concerned department, collecting from the receiving bay

· Acknowledge the supplier’s invoice by adding the receiving stamp on the original and supplier’s copy the invoice, after the checking is completed
· Ensure the invoice is dated and reference number of the authorization is quoted 
Declaration

I propose my candidature with confidence to work in a challenging environment. I hereby declare that the information furnished above is true to the best of my knowledge.

