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Career Objective

To work with utmost sincerity and dedication for the organization where my talents may be encouraged and knowledge may be exchanged.

Personal Details:

Date of birth




: 
01-07-1988

Marital Status




:  
Single

Language Proficiency    



:
English, Hindi, Malayalam, Kannada, Tamil, Telugu
Summary of Qualification:-

· B.COM-(Bachelor of  commerce  ) from Dr. C. V. Raman University, Bangalore, Karnataka, India

· PLUS TWO-PUC -from Govt P.U.College , Coorg, Karnataka, India

· SSLC – from Govt P.U.College Coorg, Karnataka, India

Academic & operational skills

Banking Theory & Practice, Business economics, Business statistics & Mathematics, business organization Mgmt., International trade, Event Mgmt. Office management & communication, Business Taxation, Costing, Marketing Mgmt., auditing, Business Law, Industrial finance, advanced accountancy. 

Travel coordinator, Mail Room Operations, onsite projects, Clint escalation, and Warehouse operations, Purchasing, Import & Export. 
DCA-Diploma in Computer Application-Operating System, Tally 0.9, Advanced Excel, dos, windows, SQL, internet, Oracle, SAP, Workflow application
Total Experience: - 8.2 years

EMPLOYMENT RECORD

· IRON MOUNTAIN INDIA Pvt Ltd-worked as Warehouse Executive-operation –(1.8motnhs)

· BHARATI AIRTEL Ltd –worked as - Supervisor Operation (4.6month)

· DNA Media Pvt Ltd-worked as - Marketing Research Executive,(1year)

· IH-X Mall-Apollo (Indian Hospital Pvt Ltd) worked as-  Data Entry Executive(1year)
DETAILED JOB PROFILE:-
1. Iron Mountain India Pvt Ltd - 3 on site Project Handled -since Feb-2014 to Since Oct-2015

(Operation / Inventory /MIS/ Warehousing / Documents controller) 

· To supervise all area of operations including deputing the role of the Warehouse Operations Manager in his absence.

· Implement and monitor effective supply chain schedules for smooth executions.

· To produce a daily plan this provides the details of staff resources, productivity and volume.

· Coordinate with different regions for requirement, managing orders and executions.

· Confirmation of work orders generating a picking ticket then to ensure making a 100% executions.

· Making an analysis of Space Utilization and Creating a BIN Location through WMS before Stock GRN.

· GRN Done through System and to ensure Quantity & Quality Checking.

· After GRN to ensure the Stock making a Put away at correct BIN Locations.

· Stock Inventory Management done thru system.

· All inventory adjustments to be performed efficiently, accurately in a timely manner.

· To inform management and obtain approved signature in the case of any inventory adjustments that may be
 required to be updated.

· To ensure correct levels of inventory are controlled and maintained at all times.

· To maintain and control all documentation/ records in a systematic manner.

· Stock movement analyst/Fast moving/Slow moving

· Preparing for MIS reports /Receipt details /Dispatch details/ cost saving analysts of Manpower and consumables 
· To direct operations staff in their various duties and ensure that the work is completed within the required time
 scales and quality standard determined by the internal and external customer.

· Arrange dispatch of materials to the sites/locations across India and ensuring proper precautions to reduce

 damages in transit.

· After dispatching the stocks co-coordinating with transporter getting on stock deliveries at timely manner.

· Transportation & Vendor Bills Submission to Customer End.

· Barcodes Printing thru System

· Maintaining NSM WH

On Site Project @ GMR Corporate services, ICICI Bank & Met Life Insurance

a) Act as a focal point for the Receipt, Registering, Sorting, Archiving and Retrieval of all FI documents related to Facilities Integrity Department and related activities.
b) Coordinate and facilitate all the necessary administrative services to FI personnel and contractor manpower.
c) Produce very high quality data with executive presentations to EMT/GMT and shareholders meetings/ workshops Principal Accountabilities:

d) Develop / maintain and update listing of all FI technical documents and records specifying Document Custodian, Document Class, Office Retention Time and CRU Retention Time. Identify all documents/ records that need retention or removal for FI documentation by consultation with job officers. 
e) Assist FI-M and Team Leaders in creating presentations, map / plan in Microsoft project and create drawing using different application. 
f) Manage the department documentation room archiving all incoming/ outgoing correspond-denies and retaining.
g) Receive and store all documents pertaining to FI in accordance with the established Document and Data Control Procedure. Identify and segregate all the documents per contract/ project number and files in accordance with the concerned project numbering system. Directs the re-production, collation and the distribution of certain documents for the appropriate sections within the department.
h) Assist FI personnel in locating and retrieving documents from archives and ensure safe return. Liaise with project team/ job officers to ensure the receipt of complete documents in accordance with contract conditions.
i) Maintains projects / contracts files, plant / subsea inspection / maintenance files, chemical injection / selection related files, subsea structure / pipeline construction files, cathodic protection files, corrosion, metallurgical, intelligent pigging and general administrative correspondences files, prepare and follow-up requisitions for all documents and drawings printing needs from other departments
j) Maintain tracking system for all incoming documents and create topics in the tracking system to the incoming mails.
k) Evaluate and recommend the methods of archiving, cross indexing and cataloging of all documents and drawings as applicable.
l) Maintain all FI contracts documents, pipeline emergency exercise files and standing instructions files and manuals.
m) Create PDF documents for web viewing and email distribution.
n) Use of scanner for conversion of required documents, specs, general document, data sheets, procedures, for archiving
o) Communicate with IT on faulty printers, raise requests for consumables and follow-up.
p) Raise requisition for stationary, store and distribute as per the personnel needs of the department.

q) Actively participate in 5s & Kaizen activities in PDI.
2. Bharti Airtel Ltd (C/O Spear Logistics Pvt Ltd) 
Supervisor Operation-(Inventory /MIS) since Aug-2009 to Feb -2014-Bangalore 
· Barcodes Printing thru System, Maintaining 

· Invoice has done thru system.

· Effectively manage operations and administration of the warehouse. 
· Controlling the purchase and supply of all procured items & services.
· Negotiating price and terms of products with suppliers.
· Managing, developing & improving the purchasing team
· Preparing & processing requisitions, purchase orders & invoices for purchases.
· Reviewing all contracts/agreements to achieve ‘best price/best quality’ purchasing.
· Planning, scheduling and supervising all day-to-day inbound and outbound stock movement. 
· Transportation & Vendor Bills Submission to Customer End.

· Monthly Billing, Transportation & E-Waybill Billing done through system and submitted to customer end. 

· To provide support to the warehouse operations staff.

· GRN Done through System and to ensure Quantity & Quality Checking.

· After GRN Sent a Invoice & GRN Copy to Accounts.

· Ensure that the staff maintains safe procedures of work and all equipment’s are in good working condition.

· To maintain and control all documentation/ records in a systematic manner.

· Ensure all reports are formatted to the operations requirement.

· Preparing for MIS reports /Receipt details /Dispatch details/Stock recovery 
· To ensure all work is carried out in a safe and organized manner.

·     Generate Report from respective software & analysis the data.

Worked in Oracle Software
3. DNA Media Pvt  Ltd
 Marketing Research Executive -   Since June – 2008 to June -2009 (Bangalore) 
· To maintain and control all documentation/ records in a systematic manner.

· PDF Files Convert to Word Document.

· Manual Books Creations to Soft Copies.
· We have successfully lunched newspaper in Bangalore
· To assigned effective field work on site
4. IH-X Mall-Apollo (Indian Hospitex  Pvt Ltd) 
Data Entry Executive -   Since June– 2007 to June -2008 (Bangalore) 
· Preparation of Daily Reports.

· Preparation Weekly & Monthly Reports.

· Preparation of Fill Rate Report.

· Preparation of Stock Inward & Outward Reports.

· Preparation Transfer Out Report ( TO Report)

· Generate the GRN ( Goods Receipt Note )

· Generate the TI ( Transfer In )

DECLARATION:-

I hereby declare that the information given above, are true to the best of my knowledge and belief.

Place
:
ABU DUBAI / BANGALORE

Date
:     
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