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  PRESENT CONTACT NO:

   SAINUDHEEN.
SAINUDHEEN.230837@2freemail.com 

	OBJECTIVE

Looking for a position that offers growth and opportunity with environment conducive to professional and personal growth and where I can utilize my excellent Administrative, analytical communication and marketing skills.
PROFILE

Total of 6.5 years of experience with reputed organizations as QMS Assistant and Inventory Accountant in India and UAE 

and 2.2 years QMS Assistant [ISO] LABTEC LLC. [subsidiary of M’Sharie ,the Pvt. Equity arm of  Dubai Investment]
Over 4.3 years as Inventory Accountant with Ashique Enterprices(Subsidiary of Thai Group of Company) the leading Indian FMCG Ltd company.
EDUCATIONAL QUALIFICATION

·   MBA from the University of Calicut, India.

·   B.com, Bachelor of Commerce from the University of Calicut, India.
·   QMS Lead Auditor certification with ISO 9000:2008, from BVQI.

I T / TECHNICAL  SKILLS

·     Computerized Financial Accounting- Tally, Peachtree

·  Diploma in Computer Application - MS words, MS Power    Point, MS Excel, Star Office
·   OS Exposure - Windows 98/2000/XP/Vista.
· Hardware  Exposure – Formatting, Partitioning
PERSONAL SKILLS

· Highly organized and dedicated with positive attitude.
· Able to handle multiple assignments under high pressure and consistently.
· Meet tight deadlines.
· Have an excellent written, oral and interpersonal communication skill.
· Thrive on working in challenging environment.
· Hard working and good team player.
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                PROFESSIONAL EXPERIENCE

	QMS Assistant – [ISO] LABTEC LLC. ( A Subsidiary of M’Sharie the Pvt.Equity arms of Dubai Investment)Feb 2008 – April 2010


 Company Profile: - Being at the forefront of manufacturing and commissioning turnkey solutions in laboratory furniture systems for clients       

  in Middle East, Africa & Asia. It’s an ISO 9001 certified company based in Sharjah, established in the year 1981.

   Job Profile: 

· Supporting  Internal Auditing and reporting to Quality Auditor
· Making supplier evaluation summary reports.
· Conducting Stock Auditing in every three months to ensure the inventory conformity
· Preparing customer complaints evaluation report
· Preparing   reports  like NCR and employees performance
· Conducting customer satisfaction survey to ensure the QMS conformity
· Responsible for frequent Site inspection and report making to the Quality Auditor.
· Inspecting products and materials and ensuring it’s identification throughout the stages

· Monitor and ensuring that Documents Registers and all other properties of company is controlled by QMS number
· Verifying work orders, material issue vouchers and requisitions as well as other documents to ensure their conformity.

· Held responsible for Master copies [soft and hard] of Files, Registers, Manuel and Procedures held in ISO department.
· Ensuring material identification with special reference to flammable and easily damageable stocks.
· Preparing statement of material consumption to ensure the consumption of core Materials, woods and veneers.

· Developing and implementing systems for Preventive maintenance of machines as per ABC analysis 
· Documents verification with special reference to purchases to ensure the purchase conformity to QMS
· Monitor daily production schedule to ensure the planned results are achieved.   

· Guiding and monitoring the store management of various products, including packaging and space management
	Inventory Accountant with Ashique Enterprises,[Subsidiary of Thai Group of Company] the leading Indian FMCG Ltd company.  Aug 2010 November 2014 


· Inspecting warehouse and production area on a daily basis to ensure that they are free from all sort of threats
  Company Profile: Thai group is a leading conglomerate in the Kerala with wide business interest in the areas ranging from manufacturing of   

  soaps, detergents, shampoos and garments to building materials, mining and processing, logistics and plantation. Ashique Enterprises is a   

  sister concern of THAI GROUP, the most renowned FMCG company in detergent industry having a significant market space in popular segment    

  in   Kerala. It provides a complete solution for detergents and toilet soaps
  Job Profile: 

· Compiles and maintains records of quantity, type, and value of products, equipment and other assets stocked in the Branch: Count Products, equipment and assets, in stock and posts totals to inventory records, manually and also post in computer.
· Prepares reports, such as inventory balance, price lists, and shortages and also prepares list of depleted items
· Verifies clerical computations against physical count of stock and adjusts errors in computation or count, or investigates and reports reasons for discrepancies.
· Maintain physical conditions of warehouse by planning and implementing new design lay out
·     Maintain optimal stock level to ensure timely availability of products
·    Create and maintain spread sheets to report and analyses data, also Preparing material requisition note using THAI SOFT [ERP]
· Preparation of month end closing entries and reconciliation of inventory accounts to the general ledger
· Review inventory transactions on a Daily Basis
· Communicate with Regional office to resolve transaction errors

· Monitor and ensure that warehouse is free of all types of threats such as Fire
· Preparing Estimated Material Requisition for purchases on a weekly basis.
· Prepare and post manual journal Entries for handing  and Freight charges

· Monthly Reconciliation of Banks and Stocks

· Prepare attendance register and payroll and also Take  of inventory Accuracy

· Handling Daily data entries, income/sales reports, purchase   entries and bank account transaction using THAI SOFT [ERP] [image: image1.png]
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