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Career Objective:
Seeking a position in a professional organization that offers a scope for using ones potential to the fullest and in the process work towards attaining organizational goal.

Profile
 
An analytical mind, with strong interpersonal and leadership skill; a go-getter; organized and enthusiastic with the ability to work under pressure and to meet targets with perfection.
Industry Status : 

       Working as a store keeper in Absal Steel, K.S.A.
    Worked in Star Steel International L.L.C, Leading Rebar manufacturing Factory (Rolling Mill & Cut and Bend).
Responsibilities High Lights

· Verify all incoming and outgoing Stock items at the particular Production Unit    (Factory) for quantity.

· Keep and maintain prescribed and other records to allow for full reporting.


 
- Goods Receipt Note (GRN)
         - Material Requisition & Purchase Form (MRPF)
         - Gate Pass (GP)
         - Issue Slip (IS)
         - Store Transfer Receipt Voucher (STRV)
         - Material Return Note (MRN)
         - Preparing Day Sheet.
         - Material Shifting Report
· Co coordinating with the quality dept. to meet the quality standards for customers Satisfaction
· Preparing daily /Weekly reports for management and consultant’s i.e. material report, labor  report. 

· Order material requisition to Purchase department to maintain the stock at maximum level.
· Follow up the Suppliers for delivery of material. 

· Up Dating Site Expenditure records. 

· Updating of stock register.

· Receiving and issuing the material for site work and to other sites.

· Preparing Monthly Reports for management.

Preparing Monthly Progress Report for Consultants.

· Preparing Monthly Bill for the progress of work.. 

· Preparation of monthly Plant and Machinery report. 
· Preparation of quarterly Office Equipment report. 
· Monitoring Scrap disposal from the site and dealing with the vendors receiving the settlements and transactions of the cash and promptly handed over the accounts dept.
·  Maintain and Update suppliers and Vendors database.

· Checking of Issue Slips & make proper entries for smooth tracking of inventory 
· Maintain and Safeguard department documentation and IN/OUT
Correspondence

· Drafting and Typing of various store related letters, faxes and correspondence.
Interface with Local Suppliers and Vendors whenever needed.
· .
Software Handled for Store Operations: Inflow Inventory Software/Tracker
Others Software Skills: MS Office/ MS Excel/ Power Point/MS Out Look/Tally/Basic in 3D Max and Risk Assessment Software (TIRAv4.00) for Safety. Adobe document Management and Graphics Suite Software.
Other Skills.

Having a thorough knowledge in Safety Measurements in Store Management such as Segregation of Hazardous Material and ensure the Safety environment in Store and Site premises in coordinating with the Safety Department.

Administrative Support

· Customer Service  & Relations       

· Word Processing & Typing                   

· Computer Operations                             

· Filing & Data Archiving                 

· Office Equipment Operation        

· Telephone Reception
· Assisted with general accounting functions; maintained journals and handled. Provided telephone support, investigated and resolved billing problems manufacturer’s buying groups.

Management & Supervision

· Oversaw all operations including housekeeping and maintenance. Troubleshoot and resolved problems, mediated staff disputes, and handled customer complaints.

· Participated in staff recruitment, hiring, training, and scheduling.
· Supervised part-time staff and intern. .

· Monitoring the transportation and instruct the drivers, and making the timesheet for the Drivers and workers.

Employment History
       Currently working as a Store Keeper in Absal Steel, K.S.A
 Store Keeper/Customs Representative - Star Steel International L.L.C, HFZ, Sharjah-U.A.E.

 (March 2008 to November 2010).

        Secretary – VMR Granites International, Madurai, TamilNadu, India

 (2005 – 2008Jan)

 Field Officer – Bahrain Exchange -Joana Exchange in Sivagangai Dist. In TamilNadu 

 (2003 – 2005)
Education & Training

B.A. (1994-1997)

Madurai Kamarajar University
MS Office and Office Automation, 

TCPS IT Training Centre, Thiruppathur, Tamil Nadu, India.

English Typewriting Higher/Short Hand Lower, 

Sri Ram School of Commerce Institute, Thiruppathur, Tamil Nadu, India.
       Diploma in Fire and Safety Engineering(2011)
Personnel Details

    D.O.B
        
: 
15.07.1976

        Languages Known
:
English, Tamil, Hindi and  Arabic
    Marital Status  
:
Married

