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Store keeper / Housekeeping / Store keeper
CAREER OBJECTIVES

ABILITY TO: Perform general storekeeping and warehouse duties; maintain accurate manual and computer records; perform physical labor; drive a forklift; demonstrate sensitivity to, and respect for, a diverse population.
PROFESSIONAL EXPERIENCE:
PZ INDUSTRIAL COMPANY NIG,


AUG, 2013 – SEP, 2015

Position: Store Keeper
Responsibilities:

· Receives and inspects all incoming materials and reconciles with purchase orders; processes and distributes documentation with purchase orders; reports, documents and tracks damages and discrepancies on orders received. 

· Makes intra- and inter-campus deliveries of requested surplus office furniture and merchandise; maintains records of all deliveries.
·  Fills supply requisitions; assists buyer to order adequate merchandise and supplies; delivers orders to faculty and staff. 
·  Receives, stores, tags and tracks surplus property; prepares property lists for items to be sold at auction. 
·  Receives and stores documents and confidential files; maintains record of approved document and confidential file destruction.
·  Ships canceled and damaged items back to vendors as appropriate.
·  Maintains the warehouse, records area and stores area in a neat and orderly manner. 
·  Answers questions regarding procedures and resolves discrepancies regarding receipts, deliveries, warranties, repairs and surplus property.
HILTON AL AIN, UNITED ARAB EMIRATE                              OCT, 2012 – JUNE, 2013

POSITION: HOUSE KEEPING

Responsibilities

· Vacuuming and sweeping carpets and floors.

· Mopping floors as needed.

· Dusting, brushing, polishing and vacuuming furniture.

· Changing linen and making beds.

· Cleaning showers, tubs, sinks and bathroom items.

· Replenishing guest amenities and supplies.

· Reporting lost and found goods.

LUCKY FIBRE INDUSTRY LTD, LAGOS NIGERIA  

    FEB, 2009 – AUG, 2012
POSITION: Store Keeper
Responsibilities
·  Receives and inspects all incoming materials and reconciles with purchase orders; processes and distributes documentation with purchase orders; reports, documents and tracks damages and discrepancies on orders received. 

· Makes intra- and inter-campus deliveries of requested surplus office furniture and merchandise; maintains records of all deliveries.
·  Fills supply requisitions; assists buyer to order adequate merchandise and supplies; delivers orders to faculty and staff. 
·  Receives, stores, tags and tracks surplus property; prepares property lists for items to be sold at auction. 
·  Receives and stores documents and confidential files; maintains record of approved document and confidential file destruction.
·  Ships canceled and damaged items back to vendors as appropriate.
·  Delivers and sets up furniture for various campus events as requested.
·  Handles and documents storage and transportation of hazardous materials.
·  Maintains the warehouse, records area and stores area in a neat and orderly manner. 
PROFESSIONAL SKILLS

· Good interpersonal, verbal and written communication skills and innovation

· Natural ability to learn fast, even under pressure with little or no supervision

· Excellent computer skills and proficient use of Microsoft office tools (MS Word, Excel, and PowerPoint)

· Strong organizational skills

· Modern warehouse procedures, including methods of proper and orderly storage and issuance of materials.
· Basic stock inventory procedures; requisitions, purchase orders, invoices, packing slips, bills of lading, freight tags, and the use and meaning of each; computerized warehouse record keeping systems.
EDUCATION AND CERTIFICATION

· LAGOS STATE POLYTECHNIC IKORODU, LAGOS NIG.                             2010

· NATIONAL DIPLOMA
· STARS INTERNATIONAL COLLEGE IKRODU LAGOS NIGERIA

        2007
· West African school leaving certificate

· Telephone Operator (Hilton Al Ain United Arab Emirates)
· Health And Safety Officers ( Euro Link Dubai)
REFERENCES
Available upon request
