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Summary

Objectives To get a challenging and result oriented job in an established and fast growing organization where I can devote myself for the development of my career and the growth of the company through my experience and hard work. Personal Attributes Honest and trustworthy Respectful Cultural awareness and sensitivity Flexible Work- Experience: 4.5years’ experience as aStore In charge in Al-sari cont. &Gen.Maint.Est.&
Raha Village Real Estate L.L.C. 

Highlights

· Working Knowledge in Store Departmental Department.
· Working knowledge in Microsoft Office Application.

Experience
Al BarakhaInvesmentHolding  Company L.L.C.
March 2014 to Present.

STORE INCHARGE

· Responsible for all the transactions of the inventory items.
· Equipment and sales whatever the transactions from vendors or other bases and to customers or other bases, receive, count, store and issue supplies.
· Materials and equipment and complete the records of supply transaction.
· Verifies that supplies received are listed on requisitions and invoices, record nature, Quantity of materials, supplies or equipment received, transported, used or issued to workers.
· Compare inventory records with orders, invoices and requisitions to receive the items, complete and review data from contracts.
· Purchase orders requisitions and other documents to determine needed materials, pack, unpack and mark stock items using identification tag, marking tool or other labeling equipment, deliver products, supplies equipment to clear area.
· Raising the needed documents according to stock availability.
· Verify the count of the stock physically and adjust the mistakes.
· Prepare documents and periodic reports needed for Manager  to take the decisions.
· Prepare purchase requisitions required to new or additional stock.
· Check with the operation and purchasing regarding stock availability.
· Examine and inspect stock for wear or defects report the damage to Manager.
· Insure that the storage area are arranged and organized according to safety regulations.
· Coordinate with inventory supervisor for conducting physical count and preparing the annual inventory reports.
Al-Sari Construction & General Maintenance Est. 
October 2010 to Dec.2013
STORE KEEPER
·  exercise general control over all activities in Stores Department

·  To ensure safe keeping both as to quality and quantity of materials.

·  To maintain proper records.

· To initiate purchase requisitions for the replacement of stock of all regular stores items whenever the stock level of any item of store approaches the minimum limit fixed in respect thereof.

· To initiate action for stoppage of further purchasing when the stock level approaches the maximum limit.

· To check and receive purchased materials forwarded by the receiving department and to arrange for the storage in appropriate places.

· To reserve a particular material for a specific job when so required.

· To issue materials only in required quantities against authorized requisition notes/material lists.

· To check the book balances, with the actual physical stock at frequent intervals by way of internal control over wrong issues, pilferage, etc.
Mobilink (Pakistan) 
January 2009 to May 2010 
Customer Care Officer 
· Provide right information to the customer about company product and offers of company as well. 

· Responsible for all complain relating company services and staff relating as well. 

· Serve the Customer kindly. 

· Provide all kinds of reports as requested. 

· Provide proper information from Check in Desk for the customer enquiry. 
Naveena Textile, (Pakistan). 
June 2008 to October 2008 

Computer Data Entries
· Responsible all type of daily report of different department. 

· Responsible for all type of gate passes relating company products. 

· Provide proper documentation. 

· Generate report monthly reports 
· Provide quality customer service to ensure customer satisfaction.
Education

· Graduate (B.Com.  IT)from Punjab University Lahore, Pakistan 2008
· Intermediate (FSc.) From Govt. Shalimar College Lahore, Pakistan 2006
· Matriculation from Govt. Muslim High School Sadar bazar Lahore, Pakistan 2004
Computer Skills

1. MS Office Application
2. Computerized accounting Software 

3. Graphic Designing 

Personal Information

Visa Status

: Employment
Nationality

: Pakistani

Marital Status
: Married 
D.O.B


: 01/01/1987
Language

: English, Urdu, Hindi, Punjabi.
Reference.
Eng. Haider Ali (Al-Sari Construction)
00971-50-6606618

