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CAREER objective


Seeking for a position to utilize my skills and abilities in a progressive company that provides an environment for professional growth while being resourceful, innovate and flexible.

EDUCATIONAL QUALIFICATION
B.Sc. Physics, 1992 – ‘95
St. Joseph’s College, Bharathidasan University, India.
P.G.D.C.A., 1997-’98 (Post Graduate Diploma in Computer Applications) 

St. Joseph’s College, Bharathidasan University, India.
TECHNICAL KNOWLEDGE
Operating Systems     
:
Windows XP, 2003, Vista, 7 & 8 

Office Package

:
Ms-Office, Internet Applications, Email Correspondence,
                                                          Data Backup & Oracle Applications R12 (ERP & HRMS)
PERSONAL DETAILS 

Date of Birth
:
07 – 05 - 1975

Marital Status
:
Married

Nationality                         
:     
Indian

Languages Known               
:     
Tamil, Malayalam, Hindi and English

PROFESSIONAL EXPERIENCE
	Warehouse Clerk
Inventory & Logistics Division,

Saif Bin Darwish, Abu Dhabi, UAE.

Dec 2010 to till date


	· Office Administration
· Daily Maintain Employees Attendance and Leave Records 

· Monthly Submit Employee Time Sheet and Overtime Sheet
· Prepare Material and Purchase Request

· Prepare Supplier Payment Advice to Finance Division

· Petty Cash Handling 

· Maintain Documents for ISO Certification (Quality & HSE)
· Location Sticker and Label Printing for Warehouse use
· Assist to New Warehouse Setup and Location Assignment

· Order and Maintain Office Stationery and Pantry Items
· Maintaining Log Book for Vehicle and Driver Movement 

· Maintaining Log Book for Vehicle and Equipment using at Warehouse

· Working Experience in Oracle Application R12 
(HRMS for Timesheet Management and ERP for Petty Cash Entry, Purchase Request and Inventory Management)

	Store In-Charge
Grandson Computers (P) Ltd,

Chennai, Tamilnadu, India
Jul 2004 to Nov 2010


	· Maintain Sale Account and Stock Records of Computer Peripherals

· Stock Management and Inventory Control
· Maintain Ledger for Dealer and Customer Account Details

· Conducting Perpetual Inventory Weekly, Monthly & Yearly Basis

· Supervising and Monitoring the Store Activities 
(Loading, Unloading, Receiving, Checking, Binning & Issuing)



	Customer Executive

Hi-Tech Systems & Communications

Trichy, Tamilnadu, India.

Jul 1998 to Feb 2004


	· PC Assembling, OS Installation and Trouble Shooting 
· Attend Phone Calls for Customer Problems

· Attend AMC and Warranty Service on Site
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