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In pursuit of challenging assignments that would facilitate the maximum utilization and application of my broad skills, interpersonal skills, strong functional knowledge and expertise in making a positive difference to the organization.

Competencies:
Store operations and Materials Management function as part of project management in diverse sectors such as Construction, Oil&Gas, Power stations, Pipe Manufacturing, Water treatment plants & Fiber glass Industry.
GENERAL RESPONSIBILITIES
Supervise the operation of a storeroom and all facets including ordering, receiving, processing, recording and distributing supplies and materials; preparing and maintaining
detailed records and files. Supervision is exercised over storekeepers and delivery persons.
ESSENTIAL TASKS
· Manage, oversee, supervise and participate in storeroom operations. 

· Approve requisitions, analyzes work orders, etc. 

· Supervise computer operations. 

· Brief staff on materials to be loaded or on assembly of items to be delivered. 

· Check with staff for changes that could affect delivery schedule; make schedule adjustments as needed. 

· Review paperwork from deliveries to determine if additional work requirements will occur. 

· Check documents for thoroughness and completeness and prepare additional documentation when necessary. 

· Initiate all requests for replenishment of stock. 

· Oversee the receipt and dispersal of materials entering or leaving warehouse; help 

Page 1 of 3
storekeepers with this task when required.
· Take periodic inventories and participate in monthly inventory program. 

· Perform related tasks as required. 


KNOWLEDGE, SKILLS AND ABILITIES
General knowledge of modern warehouse and inventory practices; thorough knowledge of all
types of materials and parts required for school division operations; general knowledge of the
applicable standard grades and qualities of equipment, materials and supplies; ability to
prepare and maintain accurate records; ability to plan and supervise the work of others;
ability to establish and maintain good working relationships with associates; ability to
prepare reports and maintain accurate records. 1E
Working Experience:
Working with Al Saad General Contracting Co. (Nisr Al Khaleej - Port construction & Dredging project
Designation : Senior Store Keeper  Period : May 2012 onwards
DUTIES & RESPONSIBILITIES OF AL SAAD  GENERAL CONT CO:
To supervise material receipt, unloading and placement in assigned storage location. 
Arranging the materials from Vendors & Clients on time. 
Preparing the MR, MRV & MIV as per company procedure with proper revision in ERP systems. 
Arranging the materials as per MSDS. 
To check material received quantities & specifications against order documents. 
To manage space and determine storage methods according to the manufacturer's guidelines and Company safety procedures. 
To maintain stock level of materials to ensure continuous availability. 
To maintain the filing system and stock records as per Company procedure. To maintain supplies of materials, in compliance with storage safety 
regulations. 
To issue or distribute materials, products, parts and supplies to customers or co-workers, based on Company procedure. 
Maintaining the electrical materials as per color coding. Reporting to Manager for store activities. 
To recommend disposal of excess, defective or obsolete stock. To control the fixed assets in the location assigned. 
Maintain standards of safety and comply with Company’s Health, Safety and 
Environment Management System requirements. 
Compliance of  Company standards of Quality in accordance with Company 
Quality System requirements. 
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Kharafi National Co. KSC,  Ardiya, Kuwait
(Was associated with the following projects (1) El-Shabab Power Station, Egypt (2) Amiri Terminal VVIP & Aircraft hangar (3) Al BABTAIN Tower, Kuwait ) Designation : Material Control Supervisor Period : Sept 2005 – May 2011
National Corporation for Tourism & Hotels, Abudhabi, UAE (Maintenance Division) Designation : Store Keeper Period : March 2003 – April 2005
Intl. Sea Farers Centre & Hilton Hotel, Dubai, UAE
Designation : Store Keeper  Period : Sept 2001 – A pril 2002
Gulf Eternit Industries, Dubai, UAE
Designation : Store Keeper  Period : 1996 – Aug 200 1
Trombay Engineering Works, Mumbai
Designation : Store Supervisor  Period : 1994 – 199 6
Educational Qualification:
B.Com - University of Calicut, Kerala, India. 
Application Skills:
Microsoft Office (Certificate from ECIT Hyderabad) ERP System for Material Controlling 
Personal Details:
	Date of Birth
	:
	26.12.1969

	Marital Status
	:
	Married

	
	
	

	
	
	

	
	
	

	
	
	

	Linguistic skills
	:
	English, Hindi, Malayalam(R/W/S)

	
	
	Marathi, Arabic (Speak)
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