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LAUNDRY / WAREHOUSE/ ADMINISTRATION PROFESSIONAL

PROFILE

· Possess diverse experience of 11+ years in various facets of Laundry Management including Spotting and usage of Chemicals along with proficiency in warehouse,  inventory, manpower management and administration
· Professional competencies include monitoring of laundry services, management of staff, drafting proper and routine schedule and optimum utilization and maintenance of equipments, development of reports and maintenance of records with the ability to use soaps, bleaches, and washing solutions

· Demonstrated capabilities in designing warehouse/Stores’ lay out to ensure safe and systematic storage with easy retrieval and movement of goods. Proficient in maintaining follow up with suppliers to ensure timely/safe delivery of goods as per defined schedules

· Adept in managing key functions such as Office Administration, Customer Service and Team Management.

Key Strength Areas

Laundry Operations ~ Customer Service ~ People Management ~ Training & Development ~ Administration ~

Resource Utilization ~ Relationship Management ~ Warehouse management 

PROFESSIONAL EXPERIENCE

DYN CORP INTL, Afghanistan 






                   2012 - 2014

Laundry Lead 

· Competently maintained highest standards of laundry service to customers, gave preference to their satisfaction & promptly resolved their concerns by ensuring adherence to international service standards and quality parameters

· Administered and managed laundry operations including maintenance & calibration of the instruments; well versed with steam pressing methods, professional dry cleaning & professional leather cleaning technique.

· Deftly maintained the highest standards of hygiene and cleanliness of all laundry areas, equipment and machinery while ensuring adherence to quality & safety parameters

· Adept at implementing planned and preventive maintenance practices to minimize downtime and losses laundry equipment and machines; efficient in failure analysis while ensuring application of best maintenance practices

· Developed schedule and directed workers engaged in receiving, marking, washing, and ironing uniforms and linen in laundry to provide quick and efficient service

· Coordinated with contractors for proper movement of dirty/ clean linen and uniforms and maintained adequate stock levels

· Drafted reports and coordinated work schedules for laundry operations 

· Liaison regarding tests on wash formulas and submitted test bundles for evaluation while requisitioning supplies and materials and made interactions pertaining to laundry service training programs

· Interviewed, selected, trained staff and evaluated employee performance

· Ensured that safety standards are maintained in the laundry room at all times

· Liaised with KBR and military for problem resolution and supervised daily report of satellite for the billing purpose. 

· Prepared daily/monthly/weekly report KBR and worked in consultation with lost and found supervisor for the missing items /lost bags reported.

KBR (US Army Base, Iraq) 




                                     March 2011 - Aug 2011 

Warehouse Supervisor 

· Analyzed the materials requirement in terms of quality & quantity for the various units based on projection

· Streamlined uploading/downloading of the supplies to/from warehouse ensuring optimum level of stock & bottleneck free movements. 

· Procured material/goods from the vendors in right quantity and right prices, attaining a good margin including the profitability and allocating them in right quantity to the various companies and stores

· Planning, implementing, and controlling the movement, work-in-process inventory & finished goods from point-of-origin to point-of-consumption. Encompassing the planning & management of all activities involved in sourcing, procurement, conversion & logistics management activities

· Generated various MIS reports like Vendor Rating, Supplier Approval &  Supplier List for TMS work on the developments; prepare Purchase Orders, GRN preparation, cutting Production, Rejection, Delivery and moral activities & maintaining necessary stock records to track the movement of goods as per the standards

· Managed purchase supplies, services & equipment required in accordance with purchasing procedures prescribed by the company. Source and develop new components from existing supplier base

· Entrusted with the task of material handling which involves proper stacking & implementing safety measures at warehouses for smooth and timely movement of stocks

· Accountable for inventory management while maintaining adequate inventory of stock & replenishing it as per demand/supply forecasts

· Ensuring minimum wastage to increase productivity and revenue by taking measures for cost reduction

· Develop reliable sources for supply of material and regular follow up with the vendors to ensure deliveries within prescribed schedules

· Liaising with finance and accounts for outright and export party’s orders & dispatch and regular follow up with transporters for right time delivery.

· Tracking stores’ obsolete items, excess – surplus stocks, non moving consumables and scrap – waste materials to be disposed off 

· Conclude transportation contracts with qualified service providers on most competitive terms to ensure timely and cost effective delivery. Undertook stores management, assured adequate inventory of stock and replenished it on the basis of demand/supply forecasts. 

PPI/KELLOG BROWN ROOT SERVICES 






   2004 - 2010

Laundry supervisor - Anaconda Main Laundry Facility (US army base in Iraq) Aug

· Overall accountability for the entire laundry operations including washing, spotting, starching and pressing processes 

· Made requisitions and purchases of laundry equipment and inventory and performed responsibility of maintaining laundry equipment and daily de-fluffing of the dryers

· Deftly planned the weekly work schedules, scheduled holiday, vacation and long leave of the staff members

· Monitored and assured compliance with the washing and dry-cleaning quality determined by external contractors

· Drafted policies/ procedures and documentation procedures for linen, uniforms, chemical usage & preventive maintenance

· Ensured proper use & maintenance of equipment and looked after adequate storage of detergent, fabric conditioner stocks

· Functional duties comprised correct use of laundry bags with particular regard to soiled and infectious linen/laundry

· Adhered to the organization policies and rules as well ensured strict compliance to the policies by the employees

· Regularly supervised the entire store and personally monitored that correct laundry is identified and returned 

PRIVATE FIRM, Kuwait 








   2003 - 2004 

Computer operator 

EDUCATIONAL CREDENTIALS
Post Graduate Diploma in Computer Application 2003

Electronics research & development centre (ER&DCI), Trivandrum

BA Economics 2000

Calicut University

Date of Birth

:  05/04/1977

Language known
: English, Hindi, Malayalam, Tamil

