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	· SAIRA
· Post applied for:
· Store Admin/Inventory Controller/Document Controller/Stock Handler/Material coordinator 
· Experience
· 11 Years Experience in Store Administrator.     
· Additional Courses Completed.
I. Computer Networking
II. Computer hardware
III. M.S office

· Personal Data:
Date of Birth      :  23/03/1983
Sex                    :  Male

Nationality          : Indian

· Religion                :  Hindu
· Marital Status.      :  Single
· Visa Status           :  Visiting
Languages Known:

· English 
· Malayalam
· Hindi
· My strength

· Confidence & hard work
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· OBJECTIVE

· To seek a satisfying career, where I can utilize the essential elements of my qualification, experience, personal skills, interest and direct it towards the success of the organization and professional growth.
· SUMMARY
· Completed Pre Degree -Higher Secondary Commerce in the Year 2001, Completed Diploma in Computer Networking in the Year 2005.

· EDUCATIONAL   QUALIFICATION

· DISCIPLINE

· INSTITUTION

· YEAR-PASSED

· GRADE
· Higher Secondary 

Career collage kannur
· 2001
· C
· Computer Networking/Hardware
· Jetking

· Delhi
· 2005
· B
· PROFFESSIONAL WORK  EXPERIENCE-DETAILS

· Company
· DESIGNATION
· FROM

· TO

M/s Voltas Ltd, Qatar
Administrator &
Sr.Storekeeper
· July 2010
· Sep 2015
· M/S Bader Al Mulla & Bros. Co W.L.L Engineering Group
· Kuwait

Store Keeper
· July 2007
· June 2010
Devi Homes Builders & Developers
· Pune

· Administrative Executive
· July 2006
· Aug 2007
· HP Gas Kerala
· Customer Care Executive
· July 2004
· July 2006
· By-tech India Private Limited,New Delhi
· Computer Hardware Trainee
· October 2003
July 2004
RESPONSIBILITIES – Store Incharge
· Handle overall stores activities at Project Site of the company for multi storey High rise residential buildings/Towers ranging from 23-50 storey /podium).

· Daily materials inspection 

· In charge for issue, receipts, documentation, warehousing, inventory, stocking and making computerized entries for the related items. Maintain inward and outward on daily basis.

· Take stock on monthly basis and reconcile the same. Inform the office about new stock.

· Keep track of physical stock and tally with computer records.

· Receive materials take care of demurrage’s, in transit damages and taking preventive measures for the safety of stocked goods.
· Handle all materials like timber, plywood, MEP materials and other building materials used in construction industry.

· Placing indents on Supplies/Purchase Department for timely availability of materials.
· Physical management and proper upkeep of stock materials stores.

· Conduct periodic cyclic checks and stock reconciliation.

· Ensure proper documentation and process discipline among team.

· Generate daily-monthly stock reports as requested by the   management

· Plan for upcoming goods, preventive measures and stock control

             
THE Role BASED ON WORK EXPERIENCE

1. M/s Voltas Ltd Qatar as Site Administrator & Store keeper for the varies   project (july-2010 to Sep-2015).

Project Handled:-

a) SMRC (Sidra Medical and research center) (Qatar)

b) New Doha International Air port project (Qatar)

c) BARWA residential project phase-1 (Qatar)         

Job responsibility

· Thorough administration to ensure the accurate and regular update of 
information’s.

· Providing works information, dealing with queries, responding to complaints and resolving concerns.

· Initiate / generate technical instructions, site notes and other site observations, assist in preparation of weekly and monthly reports.

· Material receiving through GRN

· Traditional office duties, such as filing, copying, scanning, ordering supplies and overseeing supply re orderings.

· Responsible for coordinating activities, such as workshops and meetings, off the job site.

· Coordination with internal accounts and management team. 

· Always cross check the material receiving from the 
· supplier Note, Cash/Credit invoice, Purchase order or       

· Agreement. 

· Issuing and return material with Concern person approval.

· Always maintaining the stock and stock records in system.

2. M/s Bader Al Mulla & Bros.  Co. W.L.L. Engineering Group Kuwait - Store    keeper (July -2007 to June-2010).

Project Handled:-

a) S.A.B(State Audit Bureau)(Kuwait)

b) Royale Hayat Hospital (Kuwait)

c) Kuwait Petroleum Corporation (Kuwait)    
Job Responsibility

· Maintaining all kinds of store files. 

· Preparing Material transaction voucher for the issue of material from the stores.

· Maintaining tools register.

· Maintaining daily record of materials consumed (Electricals, Plumbing, HVAC & Mechanicals) and entering it in computer excel sheet.

· Controlling minimum and maximum stock level in the store. 

· Preparing the local purchase order request and forwarding it the Engineer & Manager for approval.
3. Devi Homes Builders & Developers, Pune, India –Administrative Executive (August 2006 to July 2007)
Job responsibility

· Cash dealings with Bank and clients. 

· Verifying the plot. 

4. HP Gas, Kannur, India Customer Care Executive (July 2004 – July 2006).
Job responsibility

· Issuing the new Gas connection.

· Instruction giving to the workers gas supplying location. 

· Receiving calls from clients and customers.

· Rectifying the gas cylinder leakages and changing the washer.

· Always keeping good relation between costumer and company.

· All Cash transaction doing through nationalized bank for receiving the gas cylinder.

· Maintaining the vehicle log register & fuel log register with cash bill.
5. Bytech India Private Limited, New Delhi - Computer Hardware Trainee

(October 2003 – July 2004).
Job responsibility

· Installing hardware and software system.

· Maintaining or repairing equipment. 

· Trouble shooting a variety of computer issues. 

· Setting up computer security measures.

FAMILIAR IN HANDLING THE FOLLOWING EQUIPMENTS

· Welding machine 
· diesel generator
· Cutting machine
· Grooving machine
· Threading machine
DECLARATION
· I hereby declare that the above-mentioned information is correct up to my knowledge and I bear the responsibility for the correctness of the above-mentioned particulars.


