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                         Store In-charge
CAREER OBJECTIVE
To work with a progressive organization where I can use my skills and ability, and at the same time achieving the organizational goals.
PROFESSIONAL QUALIFICATION & SKILLS
· Certified SAP user (Sales and Distribution)
· Certified ERP user (Tally ERP 9)
· Certificate of Typewriting (60/M)
· Certificate of Fire &Safety Division   

ACADEMIC QUALIFICATION
· Degree
:
B.Com (Not Completed)
· PDC

:
Pre-degree (Calicut University) INDIA
· SSLC

:
Secondary School Leaving Certificate, Pass from INDIA
COMPUTER SKILLS
· Good working knowledge of MS Windows Applications

· MS Office (MS Word, Excel, Power Point & Outlook)

PROFESSIONAL EXPERRIENCE

19 Years work experience with Unilever - Abu Dhabi & Alain
From 12/10/1993 to 28/12/2012   : Worked as a Store in-Charge cum Store Keeper
                                                     & Admin Staff in Unilever Abu Dhabi & Al Ain
From 3/1/2014 to till date
    : Worked as Store In-Charge in Abu Dhabi 
      
  
                Mermaid Catering Services
STORE IN-CHARGE CUM STORE KEEPER
Roles & Responsibilities
· Responsible for inventory management, warehousing and distribution of  products
· Responsible for purchase order. Raising of purchase orders and invoice tracking.
· Incoming shipments to be offloaded on the same day of arrival 
· No demurrage charges are incurred and the same has been taken in the system 
· Market/Trade returns are taken as per approvals from channel manager and products as per the documents received

· Orders and credit notes are processed accurately

· To ensure optimum level of stocks are available at both the locations 
· Stock movement/consumption reports are circulated on time 
· Ensure product availability and delivery time of orders 
· Co-packing stocks are checked and received on time, physically and in the system as per the job cards  
· Ensuring expired items are kept away from regular location till it is disposed off 
· Prepare and circulate monthly aging report for slow moving or dead stocks
· Arrange for delivery appointments with the customers

· Carry out physical stock counts every quarter

· Carry out weekly cycle counts for fast moving items 
· Communication on any issues to be documented informed to the concerned department, personnel and superiors 
· Maintain and update a system of tracking assets / inventory.  Comply with Health & Safety guidelines 
· Ensure rules are never violated and targets are achieved

· Shift schedule of employees to be changed periodically 
· Arranging for additional labours, vehicles and trailers as per requirement 
· Preparing logistics staff overtime/incentive daily and forward to manager for approval 
· Support the logistics team at any stage of procurement process as and when required 
· Ensuring that the stores are kept clean and a safe working environment is maintained    
ADMIN ASSISTANT
Roles & Responsibilities
· Meeting and greeting clients and visitors to the office.

· Typing documents and distributing memos.

· Handling incoming/outgoing calls, correspondence and filling, faxing, printing.

· Updating & maintain the holiday, absence and training record of staff.

· Responsible for purchase order. Raising of purchase orders and invoice tracking.

· Creating and modifying document using MS office.

· Updating processing and filing of all documents.

· Assistant in updating organization chart.

· Maintain hard copy and soft copy of all files for all employees.
· Maintain highest level of confidentiality.
· Assist in maintaining job description for all employees.

· Comply with company’s Health & Safety.                                                                                                        
Strengths
· Good communication skills and ability to work in a team environment

· Hardworking and dedicated. ( “ Can Do Award “)
· Ability to work under pressure. 

· Can adapt to different environments.
· Ability to get the work done.

· Respect the dignity and potential of each individual.

· Quick learner
PERSONAL DETAILS
Date of Birth 
:
26-05-1968
Sex


:
Male

Marital Status
:
Married 
Nationality

:
Indian
Language known
:
English, Hindi, Malayalam, Tamil & Arabic

