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PROFEESIONAL CAREER SUMMARY:

Having total 17 Years experience as and Warehouse, Material and Document Controller in  Construction Industries at India and Qatar.
EDUCATIONAL QUALIFICATION:

·  “M.Com” (Course Completed)  M.S University, Tirunelveli, India.
· “B.Com” (1993 – 1996) M.S University, Tirunelveli, India.

· “H.S.C” (1991 – 1993) Tamil Nadu State Board, India. 

·  “S.S.L.C” (1991) Tamil Nadu State Board, India. 

SOFTWARE SKILLS:

· Certificate in Tally

· Operating System                     :  Windows 98/2000/XP/VISTA & W7

· Packages & Application           :  M S Word, M S Excel, PowerPoint.

EXPERIENCE SUMMARY:  Total 17 years
	ORGANISATION SERVED
	DESIGNATION
	PERIOD

	Hariharan Foundation, Chennai.
	Warehouse Chief 
	Aug..2011 to Dec. 2014

	Gama Qatar Co. W.L.L, Pearl GTL 299 Shell Project.

RasLaffan Industrial City, Qatar.
	Procurement Officer
	Jan. 2008  to July 2011

	Fine Pipe Products
Erode, India
	Material Controller
	Mar.2000 to Nov.2007

	Indev Transport
Chennai, India
	Logistic officer
	June 1996 to Jan.2000


DUTIES & RESPONIBILITIES in India and Qatar
· Arranging warehouse/store and logistics according to the instructions of the material controlling manager.
· Managing information relevant to arrival of materials at site and availability at warehouse/store.
· Checking of shipping documents and updating warehouse/store database in timely manner with proper information.
· Checking of received materials with shipping document for correctness of materials and quantity.
· Checking of materials visually for damages during shipping and arrange proper storage/preservation according to project specification and or vendors recommendation.
· Verifying materials certificates and recoding of material traceability according to material certificates.
· Initiate claims against vendors for missing /damaged or non-conformity with relevant purchase order.
· Manage and delivery of materials to subcontractors in accordance with requested materials list.
· Maintaining and updating inventory of unused material.
· Monitor the timely submission of documents as per contractual requirements.

· Safe keeping of electronic files for all specifications, requisitions and procedures. 

· Preparing Outgoing letters and Transmittals 

· Responsible for accounting all incoming and issue of material.

· Compiling Manufacturers test certificate and maintaining the records.

· Reporting to Manager (Stores) for all non-conformities.
· Interaction with vendor/supplier for any technical/commercial/logistics issue.

· Coordinating/expediting with the suppliers/vendors for timely delivery of material/orders.

NON TECHNICAL SKILLS:

· Excellent communication skills.

· Ability to grasp things fast.

· Good team player.
· Keen to acquire knowledge.
· Sound organizational, planning and problem-solving skills.
· Independent and extraordinary ability to take on responsibility.
· Analytical Skills, Ability to Work under Pressure.

· Coordinate numerous activities and groups of people.
PERSONEL INFORMATION:
Date of Birth                
: 20.09.1975
Age                                
: 39 Years
Marital status               
: Married
Nationality                   
: Indian
Languages Known       
: Tamil, English, Malayalam and Hindi.
DECLARATION:
I hereby declare that the above furnished details are true to my knowledge and belief. I pledge  you that I will serve for your concern with honest and sincere, if I would give a better chance.
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