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CAREER OBJECTIVE :
Build a long term career with an organization which offers continuous challenges and excellent growth prospects where in my experience and knowledge can put into effective use of mutual growth. I want to be a part of the team that excels in work towards the growth of the organization.

Areas of Interest
· Logistics
· Purchase
· Administration

Personal Profile

· Strong Interpersonal and communication skills.

· Dynamic, Enthusiastic and Creative Individual.

· Fast learning qualities.

· Good organizational skills.

· Able to work under pressure and meet deadlines.

· Multi Tasking

Professional Experience  SINCE 2003
·  LOGISTICS  INCHARGE  -   M/s BEST FOOD COMPANY , Dubai , U.A.E.  from 
 NOV ‘2011  -  PRESENT
One of the Leading Manufacturers & Distributors of “ BEST ” Brand Nuts , Frozen Items ( Trading Brand )  & Other Trading Items in U.A.E and G.C.C 


  

Job Profile : 
· Monitoring Stores in Dubai , Abudhabi , Alain , Fuj & RAK for Stock & Movement of Stock. 
· Monitoring all  LPO’s and Processing Orders according to Delivery Dates 

· Arranging Delivery Schedules for Vehicles

· Supervise & Coordinate Loading for Deliveries
· Coordinate with Stores for Safe Storage

· Ensure to Deliver Goods on Schedule & in FIFO Method
· Monitoring all the Delivery Vehicles for Food Control Dept. Permissions ,Service ,  Fuel consumption & General Registration. 
Stock Maintenance :

· Keeping Track of Stock & Maintain the Re-order Level

· Regularly Reporting to superiors for  Near Expiry & Slow moving Items

· Monthly Average consumption Report.

· Re-order Qty & Storage Capacity Report.

· Expiry & Near Expiry Goods Returned ( Disposal & Resale Procedures)
· Monthly Inventory checking

· Coordinating with Sales & Accounts team to sell Near Exp. Items

Purchase Orders :
· Preparing GRN for received Goods.

· Preparing Purchase Production Order for Nuts & Chocolates according to monthly Avg. consumption and keep track of receiving schedule 

· Preparing monthly Avg. consumption Qty for Trading Items and place order , on receiving proforma , check price and confirm the arrival schedule and payment terms.
· Worked with " N.K.M. Interiors " , Dubai , U.A.E. from June – 2009   till    Oct 2011   
     as “ Purchase & Logistics Executive “ . 
Jobs Profiles : Purchase
· Liaison with the Local & Overseas Suppliers for consumables and raw materials
· Made significant contributions to corporate growth and stability by skillfully negotiating with various suppliers.

· Liaising with the accounts department for fund positions.

· Liaising and supporting the sales team and solve their raw material requirements on time.

· Confidentiality in maintaining all the documents entrusted. Developed and maintained a secured filing system as per company policy.

· Send various periodical reports to the management - such as costs sheets; Production Performance, Purchases Status, Purchase Outstanding Reports, etc.

· Maintaining and creating the item codes for various finished goods, raw materials and allocation to assembly items while maintaining the costing of each finished product.

Jobs Profiles : Logistics & Documentation

· Booking , Schedule & Arrange shipments 

· Supervise & Coordinate Loading and Unloading for Export and imports 

· Liaison with the International Suppliers and assisting in Opening the L/c and on arrival of goods assisting in clearing the goods from port and monitoring till the goods arrive to our yard          

· Preparing the complete sets of Shipping Documents in tune to the L/Cs or as per Customer Specific requirements.         

· Liaison with the production team and sales team to ensure timely production and delivery.

· Closely monitoring delivery of materials and liaising suppliers on delivery schedules.

· Efficiently assisted suppliers & customers during irregular and diverse situations in a calm and effective manner. Interacted with the customers and the suppliers on a regular basis.

Transportation

· Preparing Invoice , Delivery orders

· Scheduling Vehicles for Local Delivery

· Coordinating with stores & Production for Prompt Delivery 

Moreover , on my own interest I have involved in Administration also.
· Assigning the Administration Staff, their tasks and Constant Follow-Up

· Managing the various documents – Labor Cards, Visas, Passports, Licenses, Various Approvals and Permits for their expiry and validation – all staff and Business.

· Overlooking the Office Administration and Management.

·  I was working  with “ Amsar Wooden Manufacuturing , Dubai  , U.A.E “  from   –  January 2003  -   June 2009  as " PURCHASE & LOGISTICS COORDINATOR".

 Jobs Profiles : Purchase & Logistics

· Liaison with the Local & Overseas Suppliers for consumables and raw materials
· Made significant contributions to corporate growth and stability by skillfully negotiating with various suppliers.

· Liaising with the accounts department for fund positions.

· Liaising and supporting the sales team and solve their raw material requirements on time.

· Confidentiality in maintaining all the documents entrusted. Developed and maintained a secured filing system as per company policy.

· Send various periodical reports to the management - such as costs sheets; Production Performance, Purchases Status, Purchase Outstanding Reports, etc.

· Maintaining and creating the item codes for various finished goods, raw materials and allocation to assembly items while maintaining the costing of each finished product.

· Booking , Schedule & Arrange shipments 

· Supervise & Coordinate Loading and Unloading for Export and imports 

· Liaison with the International Suppliers and assisting in Opening the L/c and on arrival of goods assisting in clearing the goods from port and monitoring till the goods arrive to our yard          

· Preparing the complete sets of Shipping Documents in tune to the L/Cs or as per Customer Specific requirements.         

· Liaison with the production team and sales team to ensure timely production and delivery.

· Closely monitoring delivery of materials and liaising suppliers on delivery schedules.

· Efficiently assisted suppliers & customers during irregular and diverse situations in a calm and effective manner. Interacted with the customers and the suppliers on a regular basis.

Transportation

· Preparing Invoice , Delivery orders

· Scheduling Vehicles for Local Delivery

· Coordinating with stores & Production for Prompt Delivery 

Projects :

Planned and executed the stalls at the exhibitions – WOODSHOW 2006, WOODSHOW 2007 - managing the team for putting up the booth.

· Lighting and telephone systems

· Fire and electrical hazards filtering

· Administering the Deliveries and the Display

· Coordinating with the Event Organizers for various regulations obedience

Besides the above routine, I have also managed the stores when the storekeeper and the accounts, when the accountant was away. The areas which I have handled were Stock & Inventory – updating inventory list and cross checking. Accounts Payables – Data Entry and payments. Making Sales Invoices. Managing the Petty Cash & expenses. Follow-Up accounts receivables. General Data Entry; Etc.

Educational Qualification

Post Graduation – Master of Science ( Information Technology )  (M.S.I.T), Bharathidasan University  , Trichy ,  India.

Graduation - Bachelor of Business Administration (B.B.A), Bharathidhasan University , Trichy, India.


Certificate Cousrse
Successfully completed Post Graduate Diploma in System Development 
( P. G.D.S.D)
( Brilliants Computers , Trichy , India )
Computer Skills

-
MS Office
· Windows 
· Oracle
· C , C++

· Unix

Personal Details

Nationality



: 
Indian

Date of Birth



:
31st  Oct, 1978

Marital Status



:
Married
Visa Status



:
Employment 

Language Known


:
English, Hindi, Urdu , Tamil & Malayalam

License 



:
Holding Valid U.A.E Light Vehicle 
                                                                   & Motorcycle License
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