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PERSONAL INFORMATION:
Nationality:
Indain
Birth date:
21.08.1976

Gender:
Female 

Marital Status:
Married

Visa Status:
Business Visa (partner)
_______________________________________________________________________________

KNOWLEDGE / SKILLS
· Knowledge of:

· Methods and procedures used in receiving, checking, storage, issuance and distribution of Raw Materials, Spare Parts, Supplies and Equipment

· Stock Count procedures and computerized inventory control

· Practices and methods of storing and warehousing raw materials, spare parts and other consumables

· Proper safety in the handling of critical and hazardous commodities

SAP, GMO and Orion flow
·  of operations and controls related to Storekeeping

· Microsoft Applications, i.e., Word and Excel

· Email and Internet

PROFESSIONAL EXPERIENCE:
(feb,2003 – march,2015 (12 years)
: - ARC International Middle East L.L.C.

                         PO Box 3248, Ras Al Khaimah

 A multinational company engaged in the manufacture of tableware. Famous brands include Luminarc, Arcopal and Mikasa.  Head Office is in Arques, France.

Store foreman 
Responsibilities :
Major Responsibilities:

· Handles incoming Receipts of Raw Materials from physical receipt to system update

· Supervises the unloading of Raw Materials and taking proactive measures to protect against spillage and warehouse loss.

· Monitors daily physical movement and consumption of Raw Materials to settle and correct any discrepancies. 

· Establishes and monitors stock level in conformity with production requirement through knowledge of usage patterns, stock availability and lead times.

· Develops methods of efficient space utilization.

· Prepare samples for chemical lab testing.

· Liase with suppliers on matters relating to delivery and returns of rejected material.

· Updates Raw Materials consumption in system and ensures that system stock matches stock on hand.

· Processes Purchase Requisitions for all codified and non-codified items. 

· Coordinate with Purchase Department,Maintenance , Purchase , Production , Quality , Safety, Logistics & Finance Dept on the item specifications, schedule, lead time and other pertinent factors related to the delivery of requested commodities in accordance with the need-by date.

· Handles Quarterly Stock Taking Activities and prepare analysis for variances.

· Keeps and organize all warehouse records.

· Supervise and regularly checks work of store helpers & co-ordinators.

· Creates material codes for new Store items and updates the same into SAP. 

· Handle issues ,receipts and consumptions for Spare Parts & Décor – Enamels / Spare parts /decals / Ind. Consumable / NRJ / Projects Supplies and Consumables and updates the same to SAP.

· Updates GMO for moulds and spare parts receipts and consumption.
· Work- cashier in out let sale (sacanning  product having barcode and deeling with cash transations.)

· I can work in the purchase dept also , I have an idea on creating the purchase orders , supplies, equipment and services for all departments and divisions.

· Securing the best price for all purchases without jeopardizing quality 

· Confirming all orders and their subsequent delivery.

· Generating and submitting purchase orders in accordance with the company polies and procedures.

· Maintain a large database of vendors and contacts within the industry.

Year oct,2001 – feb,2003 
Administrative Assistant
ARC International Middle East L.L.C.
     PO Box 3248, Ras Al Khaimah

 A multinational company engaged in the manufacture of tableware. Famous brands include Luminarc, Arcopal and Mikasa.  Head Office is in Arques, France.

Work Responsibilities:
· Prepare documents for processing of new employees’ agreement papers, contracts, labour cards, health cards and residence visa.

· Process applications for employment visa.

· Sends people for medical and police fingerprinting.

· Disburse cash for payment of visas and others.

· Monitor and accounts for cash received and prepare liquidation report as settlement 

· Attends to employees’ visa concerns.

· Receives and make phone calls to the company’s clients.

· Arrange meeting with clients from time to time

· Prepares business correspondences as needed.

· Arrange and prepare requirements for company’s monthly meetings.
· Monitor, file and keeps office records.
· Carry out other secretarial duties like typing, sending & receiving faxes and attending to incoming mails.
· Technically performs all functions of a Personal Relations Officer. 
Help to  Sales Coordinators (during their vacation)
·  Preparing sales orders for the quotations given by Sales Executives in orion. 

·  Giving the sales order to logistics to prepare the order.

·  Getting the samples prepared by quality and sending by courier to respective customers with Invoice and packing list.
Worked as a reliever accountant in the same company , if somebody in vacation from accounts dept (arc int’l middle east llc.)
· Bank reconciliation 

· Accounts receivable followup 

· Accounts payble and receivable ageing
· Stock taking
· Monitoring bank facility payments

· Managing petty cash transactions

· Prepare daily income / sales register

· Prepare monthly bal sheet .

EDUCATION:
Year 1999-2001:
Nagarjuna University, AP, India


Masters Degree in Commerce


_________________________________________________________

Year 1994-1997:
Nagarjuna University, AP, India


Bachelors Degree in Commerce


_________________________________________________________

Year 1992-1994:
Nagarjuna University, AP, India


Economics, Commerce & Civics.


_________________________________________________________

Year 1992:
Board of Secondary Education,AP, India


_________________________________________________________

SKILLS:
Professional Diploma in Information Systems Management (D.I.S.M),accounting package,java, MS-Office (Excel, Word, Power Point ), Orion, SAP ,  Learning car driving (Road test bal.).
LANGUAGES : 

English - Spoken & Written

Hindi    - Spoken & Written
Telugu  - Spoken & Written 

_______________________________________________________________________________

