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CAREER OBJECTIVE:
Seeking managerial assignments in Business Development & Relationship management in Office Administration which would provide an opportunity to grow into an acute Administrative Business strategist.

WORK EXPERIENCE:
Worked as a Document Controller & Store Keeper in Tecton Engineering & Construction LLC, Ajman from 11.11.2012 to still working

Worked as Assistant Accountant in Supreme bakers & Restaurant in Trivandrum from 04.01.09 to 10.01.12
JOB PROFILE:
 RECEIVING: 

· Receives all incoming materials verify and inspect for conformity to appropriate       purchase orders. Notifies and/or delivers received items to addressee.
·  Receives, classifies, and credits returned or reclaimed materials, supplies, and 
            equipment and replaces them in stock according to an existing storage system.
· Unpacks materials, supplies, tools, and equipment; verifies articles received against packing list and purchase orders; counts or weighs the articles; stores articles in prescribed bins, racks, shelves, and floor or yard sites.
· Inspects incoming materials for wear, damage, or defects; reports any discrepancies or damage in materials received; notifies the proper person if repairs or adjustments are required.
· Processes receiving and delivery for inventory and non-inventory items purchased by satellite warehouses.
· Goods Receipt Note (GRN) Preparation and communication with Finance / Purchase
·  Issue Ledger management and control at site
   MATERIAL ISSUE: 
· Issues articles upon requisition; may use hand tools to cut stock to size prior to issue.

· Stages most materials, supplies and equipment for crews.

· Assembles materials from requisition forms; loads and unloads equipment and supplies from trucks; loads docks and runways.

· Handles all issuances of construction meters (hydrant meters) to outside customers and processes receiving of returned construction meters following proper procedures.
 MATERIAL ORDERING: 
· Writes up purchase requisitions to maintain adequate inventory of materials and supplies and initiates special orders for materials and parts for special jobs.
· Co-ordinates with Engineering Department regarding materials for planned jobs. Works with Accounting Section concerning discrepancies in deliveries and to identify and anticipate problems regarding a transaction on a purchase or delivery.

· Coordinates with Purchasing Section on materials relating to purchases, inventory, and non-inventory items according to specifications and standards.

MATERIAL CONTROL: 
· Performs the clerical checking of new stores as they are being received; may work outdoors or away from the supply yard i.e., may deliver parts to crews or other facilities.
 
· Performs clerical duties associated with storekeeping function.
Prepares form records and obtains necessary signatures for stock issued.

·  Labels items for storage as required; assists in filing receiving reports and requisitions.

· Maintains the stock area, warehouse, and other work areas in a clean and orderly condition.

· Processes the return of materials to vendors or materials to be scrapped or junked.
EDUCATIONAL QUALIFICATION:
IN COMPUTER HARDWARE AND NETWORKING MAINTENANCE 
DIPLOMA
(LBS for science and technology, Trivandrum)

DEGREE
:    B.Com 
                                   Institute of Distance Education, University of Kerala, 

Kariavattom, Trivandrum
HSC            
 :   (Higher Secondary Board Kerala State) (year 2005) Higher Secondary  
    School Edava)

SSLC 

:   (Secondary School Leaving Certificate) (Year 2003) from Higher  

                Secondary School Edava

TECHNICAL QUALIFICATION

· Windows based Tally 9.0.

· Windows based Peach Tree.

· Windows based Ms Office (Word, Excel)

STRENGTH

· Ability to coordinate all administrative activities.

· Easy Adaptability to new environment.  Have good leadership qualities.

· Self-motivated with pleasing personality and smart work.

· Highly motivated by challenges, possessing an enthusiastic attitude.

HOBBIES

· Playing Cricket, Listening Music

PERSONAL DETAILS

               SEX
:
MALE


MARITAL STATUS
:
SINGLE

DATE OF BIRTH                              :            07/11/1986
NATIONALITY
:
INDIAN


