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CURRICULUM VITAE                                                                    
OBJECTIVE
An experienced material planning, expert in maintaining the flow of goods and accurate equipment inventories, looking for a position that will utilize my skills and experience in the field
PROFILE:
· More than five years of working experience in the field of logistics department such as material controlling, Customer Service inventory controls, accountability, and warehousing   
· Experienced to  worked with multi cultural environment
· In-depth knowledge of logistics regulations, procedures, policies, and unique authorities

· Excellent for communication skills and ability to work in a team and as an individual 
· Sincere and capable of  working under pressure, Presentable and smart
· Creative, quickly learns procedures, good communication skills, works well in high pressure environment, problem Solving enthusiastic team player with professional skills
· Good ability to prioritize and perform various tasks

PERSONAL DETAILS

Nationality
: Indian

Date of Birth
: March 24, 1986
Marital Status
: Single
Gender                                  
: Male

Languages Known                 
: English, Hindi, Urdu and Bengali.
QUALIFICATIONS
Educational Qualifications
: H.S PASS (Higher Secondary School Certificate) Govt. of West    Bengal. 2006

Technical Qualifications
: Hardware & Networking
Systems Advanced knowledge of MS Excel, Word, PowerPoint &    Windows.
FOCUS Software/ SAP (Systems, applications and products) Trained from Voltas Ltd (International Operations Business Group), Abu Dhabi, UAE.
SAP/LISA (Systems, applications and products) Trained from Advanced Integrated System LLC, Abu Dhabi, UAE.
Post Graduate Diploma In Supply Chain Management & Logistics (PGDSCM & L) “Course is ongoing” from Jan 16th to till date.

Westford School of Management, Abu Dhabi, UAE.

BASIC SKILLS
· Self Motivated and diligent
· Excellent organizational skills, including ability to priorities workload
· Ability to effectively contribute as a team member as part of a busy team
· Proven ability to work under pressure in a fast paced, time sensitive environment
· Good Knowledge about MS Word, MS Excel,  MS PowerPoint and MS Access database
· Good knowledge about Focus, SAP (Systems, applications and products)
· Good knowledge about MS Outlook 2007, Internet Applications and E – Mail.
· Operating System: Windows 98/2000/XP/Vista/Windows 7

SAFETY TRAINING
Type of Training: FIRE WARDENS & Basic H2S Training (Year 2013) 

Training Institute: Emiratas Technical & Safety Development Center
PROFESIONAL EXPERIENCE (Mach 2012 to Till Date)
   Company                
  : Advanced Integrated Systems (AIS), Abu Dhabi-UAE                      

   Position
  :  Logistics Coordinator & Site Material Planer   

   Project
  : ASAB, RUWAIS (Security Smart Fencing Works) Abu Dhabi, UAE.   


    CITY PROJECT (Smart Camera & Security System) Abu Dhabi, UAE.                                         

   Location
  : ABU DHABI 
   Period
  : March 2012 to Till Date

Responsibilities:
· Responsible for coordinating all aspects of the day-to-day material planning and delivery activities in accordance with the established logistics policies, procedures and systems approved by the company.

· Maintaining records (Soft & hard copies)

· Request for materials (RFM)

· Delivery notes

· Pick up requests (PUR)

· Picking slips

· Materials issuing correspondence

· Material discrepancy reports

· Internal material returns
· Material transfer requests correspondence

· Material all e-mail authorizations 

· Implementing weekly logistics reports and site status reports.

· Conduct weekly and monthly site stock counts.
· Conjunction with Site / Construction Managers that all materials required are planned In accordance with site requirements and company logistics time frames.

· Coordinate with warehouse to schedules of deliveries to site.
· Liaise with material delivery transport companies and as well as liaise with direct – to – site suppliers, as requested.

· Conduct work and any instructions given for handling materials are in accordance with the governing HSE policies.

· Assist the Site / Construction Manager to store materials to requirements of the operating Companies and in compliance with construction drawing (AFC – Approved for Construction) and specifications.

· Responsible for implement and update an excel spreadsheet tracking system to capture all deliveries to and from site to identify source, date, description and quantities of delivered materials.

· Maintaining hard copies of delivery documents are filed for each delivery and are available for random auditing.

· Report all deliveries on daily or weekly basis, as requested by superiors.

· Maintain project correspondence regarding supplied material deliveries at the site office including a log of correspondence (Letters, internal office memoranda, minutes of meetings, email, etc.) In accordance with document control procedures.
· Keeping secure and protects all company assets including all documentation.
PROFESIONAL EXPERIENCE (Sep 2008 to March 2012)
   Company                    : Voltas Ltd (International Operations Business Group), Abu Dhabi-UAE                      

   Position
  : Storekeeper, Logistics Assistant, Assistant Accountant    

   Project
  : ETIHAD TOWER PROJECT, FORMULA-1 PROJECT, CENTER 

    
    MARKET PROJECT, EMIRATE PEARL PROJECT, MUSSAFA M/STORE

   Location
  : ABU DHABI 

   Period
  : Sep 2008 to March 2012

   Responsibilities
· To Maintain up to Date & Correct Records Good Receiving Notes  Receiving of Materials &    Stored Entry by Computer

· To Raise Materials Purchase Requition

· To Database Posting of Issues Slips / Vouchers of Employee / Materials using Computer or Manuals

· To Make Dispatch and Delivery as per Invoice Number and Item Code Checking the Email, Receiving / Sending for the Company Purpose  Carrying out such other tasks are entrusted by Management Maintain Order Level of Materials

· To Keep Exact Record of Incoming & Outgoing Materials my self

· To Issue and Deliver Materials to Various Units, Departments and Individuals

· To Reports on Daily Leases to Store Manager Regarding Store Affairs with proper Logistics and Time Management Technique

· To Manage Inventory Control System

· To Supervise Store Personal and Monitor Their Activities

· To Implement Quality Management System for store, Preservation, Dispatch and Delivery Assisting in Administration Activities Co-ordination with Management Staff & Others
 Updating the

DECLARATION
I hereby declare that the above-furnished details are true to the best of my knowledge. I consider myself to be well updated in the latest technologies, and assure my employer to give my best of services.
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