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Objective : To use my experience, skills and potentials to succeed in an administrative
                   position with in a reputed institution.
                                         Summary of Work Experience                                                                          

      17 years of professional experience in the field of Stores & Accounts related works
      in reputed firms in U.A.E, Oman  and K . S. A.

· Experienced in different types of stores such as food, chemicals and disposables.     
· Experienced in systematic and efficient storing of materials.
· Supervising the day to day activities of the operation.
· Well experienced in material ordering, receiving, storing & issuing activities.

· Experienced in general office administration jobs

· Petty cash handling, Daily staff attendance sheet preparation, monthly time sheet preparation.

· Experienced and presently working with ERP SAP on oracle system.
Augu-2014 to percent
· Store keeper and admin supervisor in Saudi airlines catering.

Dec-2010 to Jun 2012  
·  Storekeeper and cost controller  Abu Dhabi National Hotels (ADNH Co) for it’s catering operation at  different locations
Nov – 2008 to jun-2010
· Store keeper and warehouse and logistic purchase coordinator in newrest wacasco Oman

Dec - 1994 to April  2008

First two year as computer operator after store keeper and logistic assistant in falcon chocolate company Riyadh in Saudi Arabia
                                        Educational Qualifications                                                                            
· Pre-degree in Calicut university 1993
Computer Proficiency 
· ERP SAP
· Diploma in computer application
· Ms Office.
                                       Duties and Responsibilities                                                                             
· Preparing purchase order
· Checking and receiving the delivered items as per the company rules and regulations.
· Keeping the policy of First in First Out method(FIFO) in all receiving, storing and

                Issuing activities.

· Verifying and receiving the delivered items as per the purchase order and invoices.
· Preparing daily receiving report.
· Providing accounts related information to finance department. 
· Supervising daily cash sales and preparing daily cash sales summary.

· Cost controlling
Personal Details:-

                                                  Marital Status             : Married  
                                                  Religion                     : Muslim                            

                                                  Languages Known      : English. Hindi, Tamil,        
                                                                                         Malayalam, Arabic  
                                                  Saudi, Oman Driving License.
