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Profile                  
Inventory controller professional with 10 years of experience in store keeping, inventory management and administration. Seeking opportunities in Abu Dhabi to leverage skills attained and honed through roles in past experiences, and help to meet and exceed work demand and expectations of an organization.
Core Competencies

Work Experience  
Stock Controller



         
                  January 2011 – Present
Kavalani & Sons W.L.L – Manama, Bahrain
· Check and compare goods received with purchase invoices, bills of landing, purchase orders, and requisitions.
· Perform physical inventories and keep perpetual inventory records of the quantities of stock in hand.
· Monthly inventory check of all tools and equipment
· Prepare receiving and delivery notes and mail it for approvals.
· Order and take delivery of supplies from requisitions.
· Notify superiors when stock becomes below minimum levels and replenish the stock on shelves as needed.
· Accurately updating all data into computer and manual recording systems.

Accounts Assistant         
                  
   January 2005 – December 2010
Al Bayarak Engineering – Manama, Bahrain
· Oversaw accounts payable and receivable functions with dealers and suppliers
· Assisted in audit preparation and end-of-year closings.
· Contacted vendors regarding invoicing issues, payment problems, and discrepancies.
· Provided clerical support to accounting and management staff
Education  
	Qualification
	Specialization
	University/School
	Year

	B. Com.
	Commerce
	BSS, Tamil Nadu
	2003

	Pre-degree
	Commerce
	University of Kerala
	1998


Personal Information
· Date of Birth:  May, 31st, 1980
· Marital Status: Married
· Nationality: Indian

· Languages known: English, Hindi, Malayalam

REFERENCES AVAILABLE ON REQUEST.
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MS Office


Tally 5


Time & Workload Management


Account Receivables/Payables


Data Entry & Management





Inventory Management


Procurement


Administration


Record Documentation


Material Planning & Management











