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OBJECTIVES

Seeking a challenging position in a large Organization where I can further develop my career and skills just as equally where I can fully utilize my experience. My superiors will find me a good team player with the ability to communicate and liaise effectively with a diverse client group in a friendly and diplomatic manner. 
PERSONAL DETAILS

Nationality
:
Indian
Date of Birth
:
15th April 1988


Status

: 
Married
Gender 

: 
Male




Visa Status        :             Visit Visa

WORK EXPERIENCE

· Warehouse Supervisor
Hamad Ali Al Alaiwi & Partners Contracting Co.Ltd. (HAPCO), Riyadh - 24th September 2014 to 17th August 2015.
· Duties & Responsibilities:
· Supervise the team of warehouse personnel to ensure professional incoming goods, Storage and despatch goods to various sites.
· Plan, organize, supervise and participate in daily warehouse activities, Including the receipt, documentation, storage, safety and distribution of goods.
· Accurate keeping of stock quantities of all items in warehouse.
· Implementation and maintenance of reliable stock account system in warehouse.
· Assign workloads to warehouse workers.
· Training warehouse helpers on system transaction and stock keeping.
· Maintain warehouse in a clean, safe and orderly condition.
· Check and verify materials in warehouse periodically.
· Prepare reports about the daily activities.
· Reported to warehouse manager.
· Stock/Inventory Controller 
AlRuqee Technical Services Company LLC Al Khobar - 01st April 2012 to 4th June 2014.



· Duties & Responsibilities:
· Receiving, checking, correctly storing and issuing of various spares parts and equipments.
· Spare parts inspection with invoice and purchase order.
· Having knowledge of preparation and maintenance of records and reports of inventories, prices, expenditures, shipments, shortages and goods used or issued.
· Keeping equipments, goods, tools in good and well condition.
· Examine and inspect stock items for defects and reporting any damage to supervisors and Keep records on used stock and damaged stock.
· Items that are packed or unpacked are stocked on shelves in stock warehouse or storage yards
· Preparation of products, supplies, equipment and other items for use by repairing, assembling and adjusting them if necessary.
· Basic Knowledge about bar coding system.
· Checked all merchandise due to their purchase orders orcreditterms record, types and unites that are received.
· Prepared receiving reports that involves vendor, purchase order number, number of cartoons and data received.
· Up to date record of log sheets including shipper name, bill of landing number, purchase order etc.
· Managed the stock transfers and distribution to branches.
· Maintenance of accurate files on packages that are received or returned.
· Problems are solved thru supplier concerning damaged goods, returned goods and incorrect shipments.
· Prepared return shipment for damaged or incorrect goods to suppliers.
· Prepared monthly stock reconciliation report to Accounts for preparing balance sheet.
· Making codes for the new stock items and entering the stock items to ERP system.
· Basic knowledge of FIFO and LIFO.

· Logistics Coordinator 
AlRuqee Technical Services Company LLC Al Khobar - 01st August 2011 until 31st March 2012.


· Duties & Responsibilities:
· Utilize varioustransportation provider software systems, to facilitate material movement planning and scheduling.
· Assist in obtaining necessary transportation permits and documents for inbound and outbound shipments.
· Coordinate with different shipping companies to make sure efficient and quality service of defined shipment transportation, Negotiate with transportation providers to obtain best rates and service.
· Updated the shipments / Stocks in to the ‘FOCUS’ ERP system.
· Verifies accuracy of physical inventory when needed.
· Complete accurate and timely scheduling and dispatching of shipment to customers and Branches.
· Track shipments from pickup through delivery.
· Receive shipments and arrange to distribute those to branches or customers as requested.
· Prepared daily report and submitted to superior, Filing and administration jobs done when needed.
· Reviews expediting Schedules on all customers’ orders, Obtain and forwards information to sales teams.
· Reviews the freight rates: air, courier, sea and land.
· Prepared monthly report for all incoming shipments and submitted to accounting department

· Purchasing Coordinator

AlRuqee Technical Services Company LLC Al Khobar–18th January 2011 until 31stJuly 2011.
· Duties & Responsibilities:
· Prepared and placed purchase orders to both International and Local Suppliers.
· Maintained complete and updated purchasing records such as Purchase Order Register, Local Purchase Order Register, and Stock Order Register.
· Maintained daily report to summarize the data includes purchase history such suppliers details, customers details, shipment details.
· Keep follow up with suppliers to ensure on-time delivery of defined shipments.  
· Monitoring the delivery of each shipment to ensure the delivered items are correct/in good condition.
· Follow up with suppliers to get order confirmed and prepared advance Payment Requisition for suppliers, LC processing where ever required.
· Maintained monthly accounts reconciliation with suppliers.
· Monitored the inventory level before placing the order to Suppliers.
· Track and monitor priority shipments, Verify packing list and other documentation.
· Inform Management and customers about the delivery status.
· Contact suppliers to resolve missed deliveries , short shipments and pricing discrepancies. 

· Junior Accountant 
Manappuram Finance LTD , Kerala , India – 1st February 2010 until 31st December 2010.
· Duties & Responsibilities:
· Assisted the Senior Accountant by sorting and finding the required files.
· Provided financial status information by preparing special reports.
· Corrected errors by posting adjusting journal entries.
· Maintained general ledger accounts by reconciling accounts receivable detail and control accounts, preparing fixed asset depreciation and accruals.
· Maintained accounting controls by following policies and procedures; complying with federal, state, and local financial legal requirements.
· Maintained financial records for subsidiary companies by analyzing balance sheets and general ledger accounts.

EDUCATION
· B.com Graduate from Calicut University, 2010.
· Higher Secondary from Kerala Higher Secondary Education Board, 2006.
Professional Qualification:-
· Diploma in Indian and Foreign Accounting from G-Tec Education, 2010
· Awarded IAB (International Association of Bookkeepers) Certificate from G-Tec Computer Education.
PROFESSIONAL SKILLS

· Warehouse management.
· Hands on experience in Inventory Control Process.
· Enriched experience in Logistics jobs.
· Highly experienced in managing Purchase Orders.
· Office Administration and documentation.

· Familiar with SAP CRM and FOCUS ERP Systems.
TECHNICAL SKILLS

Hands-on experience in
Microsoft Excel

Microsoft Word

FOCUS ERP 
PowerPoint Presentation
SAP CRM           

Accounting Software’s  
IBM Lotus Notes 
CORE SKILLS

· Typing, Internet.
· Ability to multi-task.
· Excellent knowledge of office procedures such as managing files and records, word processing, stenography, transcription etc 
· Good ability to arrange the items according to a specific rule.
· Having good communication skills and interpersonal skills.
TRAININGS

Strategic Training For FOCUS ERP ( 2011 )
SOCIAL ACTIVITIES
Cleaning campaigns




Blood Donation Campaign
Masjid Cleaning Campaign




Hi-5 Salary donation campaign
INTERESTS
Reading, Football 
