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Professional Synopsis


Work Experience

TENURE


ORGANISATION



DESIGNATION
Jan ’05 – June ‘15

I T P Publishing Group, Dubai, UAE.

Warehouse & Distribution Charge
Oct ’99 – Feb’04


General Trading Co. LLC, Muscat, Oman.

Stores Assistant
Jun ’97 – Jun’ 99

OMCI Pvt Ltd, (Shipping Co.), Mumbai

Office Assistant
Jul ’95 – Apr ’97


B. Mehta & Co., Mumbai.



Clerk
PROVEN JOB ROLE
Warehouse Manager
Industry – Publishing 

Responsible for organising the warehouse areas, making the best and most efficient use of space, and managing the day to day activities of warehouse staffs and drivers.

· Handling approximate around 85 magazines of the company (including weeklies, monthlies and quarterlies).
· Managing the efficient receipt, storage and dispatch of a wide range of magazines from the warehouse.
· Looking after the transportation of magazines into and out of the warehouse.

· Shipment loading and transferring.

· Working with supervisors to improve staff performance.

· Setting aside storage areas for new stock.

· Complying with all Health, Safety and Environmental standards.

· Maintaining accurate staff attendance records.

· Liaising with customers, suppliers and transport companies.

· Coordinating with distribution, production, marketing and circulation team whenever required.

· Responding to and dealing with customer communication by email and telephone.

· Keeping stock control systems up to date and make sure inventories are accurate.

· Co-ordinating drivers, vehicles, loads and journeys of deliveries.

· Negotiating and agreeing contracts.

· Assisting with merchandiser for the returns of magazines from the outlets.
· Creating weekly and monthly magazine distribution sheets for GCC distributors on weekly and monthly basis.
· Coordination with freight forwarders for weekly GCC and International shipments.

· Tracking AWBs and flight details for shipment status.

· Updating status sheet on warehouse receipt of magazines, delivery status and box counts.

· Warehouse maintenance and cleaning.

Stores Assistant
Industry – Building Materials

· Ensure daily activities at the store.

· Maintain the stores and displays clean all times.

· Greet customers and offer information about the products.

· Make orders for customers and receive deliveries.

· Make inventory and store goods.
· Check all products to see if they are not damaged.
· Receive and solve complaints about the services or products.

· Provide support to the Store Manager in implementing programs and execute operational and organizational objectives.
· General office duties such as answer telephone, take orders, send emails, ensure maintenance at working place.

· Preparing of Delivery Notes/Invoices.
· Preparing Local Purchase Order for requirement of materials.

· Making Goods Return Note (GRN) for the return of materials.

· Making Material Received Note (MRN) for the material received.

· Preparing Reports for the moving and non moving items.

· Preparing monthly stock list of materials.

· Preparing discrepancy report for the shortage/excess/damage of the materials.

Office Assistant
Industry – Marine Consultant

· Checking the documents of the newly hired sea staff for their validity.

· To ensure all personnel files of the sea staff are kept up to date.
· Preparation of employment contract.

· To ensure all competency certificates, medical certificate and training records of the candidates are up to date and recorded.

· Ensuring that all off-signing sea staff have updated appraisal.
· Assisting in the preparation of the monthly payroll for the sea staff.

· To main and update the vessels daily reports and file relevant correspondence as received for the clients.

· To maintain and update the travel log on daily basis.

Clerical 
Industry – Manufacturing

· Preparing of Purchase and Stock Registers.
· Preparing the Delivery note and invoices.

· Preparing the stock list.

· Making quotations.

Key Skills : Experience managing inventory and coordination of orders and deliveries. Can work in a fast paced and very busy warehouse. 
IT Skills: Conversant with MS-Office Applications, and Internet Applications.

Scholastics






S Y B.Com
Mumbai University, India  1995
Personal Dossier

Date of Birth 

:
11th June, 1976
Languages Known 
:
English, Hindi, Marathi, Tamil and Malayalam

Nationality 

:
Indian

Marital Status 

:
Married
Visa Status
 
:
Visit Visa (Dubai)
References: Available upon request
Hard-working and responsible distribution professional with 14 years experience managing successful warehouses and store rooms. Team oriented and safety conscious, I am keen to apply my organizational skills to a dynamic warehouse, distribution or inventory team.
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