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Objective 

Seeking a job commensurate to my experience to utilize my skills effectively in a reputed organization with a healthy working environment that enable objective and development and appreciate quality work.

summary
· 4+ years of working experience in Gulf.

· Relatively having good exposure in Rolling Shutters, Sectional Overhead Doors, Traffic Barriers, Dock Levelers, Dock Shelters etc. as I am currently working in this field.

· Having excellent exposure to shipment clearings.

· Good interpersonal skills and a good team player.

EXPERIENCE PROFILE
· Dates


Present
· Position

Operation Co-Ordinator 

· Company

Desert Roofing and Flooring LLC

· Job Components:
· Supervise Purchasing / Supervising the Inventory / Supervise store keeper
· Dates


January 2013 - December 2014
· Position

Purchaser / Inventory Controller / Sales Assistant

· Company

Desert Roofing and Flooring LLC

· Job Components:

· Enquiry for purchasing the materials from Vendor.

· Preparation of Domestic and Overseas Purchase Orders.

· Following up with Vendor till Receiving Materials.

· Preparing schedule of supplier payment forwarding to the payable accountant in order to run smooth operation process. 

· Handling Local Purchases as requisition of fabrication.

· Setting up of Forwarders for importing the Materials from Overseas.

· Arranging Clearing of Import Shipments.

· Sound Knowledge in Material costing. 

· Effectively preparing Invoice costing.

· Preparing Closing Stock report every half year and reporting to the management. 

· Preparing Job Registration in order to execute the Work.
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· Preparation of Pro-forma invoice, Progressive invoice, Commercial Invoice, and Delivery Note.

· Distributing customer invoices.

· Preparation of Statement of Accounts sending out to the customers.

· Collecting the customer payment and Making Receipt for indoor Sales. 

· Preparation of documents & Arranging of dispatches of export sales.

· Maintaining Petty Cash. 

· Attending to Indoor Sales.

· Knowledge in Preparation of Quotation and Estimation.

· Making Warranty Certificate & Completion and Handover Certificate.

· Preparation of Weekly report for Sales, Collection, Quotation and Job Registration. 

· Dates


March 2011 - December 2012
· Position

Store Keeper / Purchaser
· Company

Desert Roofing and Flooring LLC

· Job Components:

· Maintaining stock.

· Releasing stock out and stock in with proper documentation.

· Physical Stock verification on yearly basis.

· Material Verification for inwards and outwards materials.

· Enquiry for purchasing the materials for fabrication and site purpose

· Preparation of local Purchase Orders.

· Purchasing Materials as requisition of Fabrication.
· Following up with Vendor till Receiving Materials.
· Supervising of fabrication.

· Sending materials to powder coating and follow-up.

· Organizing Workers and Drivers for sending to the site as per instruction.

· Assisting Project Co-Ordination to Schedule the team

· Preparation of Workers' and Drivers' Attendance and Overtime forwarding to the payroll accountant.

· Preparing Product brochure.

EDUCATIONAL PROFILE
Academic:
B.Com., (Bachelor of Commerce) - 68%

The New College (Autonomous), Chennai.

Higher Secondary School (HSC) - 80%

Secondary School Leaving Certificate (SSLC) - 76%

Oxford Matriculation Higher Scondary School, Tamil Nadu, INDIA.
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Technical:
MS-Office (Word, Excel )




Pact - Accounting Software


 
Speed Typing Skill
personal PROFILE
Date of Birth

:
22nd January 1989

Languages Known
:
English, Tamil (Writing & Speaking), Hindi (Speaking) 

Arabic (Reading & Writing)

Nationality 

:
Indian 

Marital Status

:
Married

Visa Status

:
Employment Visa 

Driving License
:
Valid UAE Driving License

