SHYJU 

Career Objective

To be a engaged in a reputable work that offer opportunities for advancement, recognition and influence, to obtain in such organization a challenging position that will utilize and develop my skills which will help me to successfully climb tot eh ladder of my area as well as contributing on the achievement of the company’s goal and objectives.

Strength & Summary

· Quick Learner who rapidly become familiar with any new environment.

· Highly Promising, Sincere, Ambitious, Hardworking, Self-motivated and the zeal to work both as an individual and in a team and capable of working under pressure to meet targets.

Work Experience

1. Store keeper ( 18-01-2016  to 22-04-2016)
Ruby Arena- A luxurious Business Hotel, Thiruvananthapuram, Kerala 

Job Responsibilities

· Receive all items of the hotel requirements including provisions and -housekeeping 

· Check the quality/size of all received items. 

· Check the manufacturing date and expiry date of all packing provision items. 

· If any quality issue found on local delivery, immediately returning to supplier and keeping informed to manager and arrange new delivery

· Daily stock count on existing stock 

· Ensure proper stock rotation 
Work Experience

2. Store keeper ( 01-03-2014 to 30-11-2015)

Raj Residency Kalluvathukkal, Kollam, Kerala ( A Three star Hotel)

Job Responsibilities

· Receive all items of the hotel requirements including provisions and housekeeping 

· Check the quality/size of all received items. 

· Check the manufacturing date and expiry date of all packing provision items.

· If any quality issue found on local delivery, immediately returning to supplier and keeping informed to manager and arrange new delivery

· Daily stock count on existing stock 

· Ensure proper stock rotation 

Work Experience

3. Trainee Administrator ( 01-08-2013 to 15-02-2014)


Spinneys Dubai LLC, UAE (Retail).

Job Responsibilities

· Work as part of the Retail Team supporting Retail.

· Answering the telephone in a timely polite manner resolving general 

     store enquiries where possible.

· Responding to customer and store email enquiries.

· Producing ad hoc reports whenever requested.

· Control of the store desk dairy to ensure that customer appointments,         

     messages and enquiries are dealt with specially and professionally.

· To ensure that customers are served courteously and efficiently and that 

     problems and complaints are dealt with effectively.

· Existing customers to return regularly to the store.

· Giving clear objectives, daily tasks, targets and sectional responsibilities 

     to staff.

· To assist with the company stock checks in accordance to written 

     instructions.

· To carry out regular in store high value stock checks.

· To ensure that all deliveries, documentation, and returns and dealt  with 

     in an accurate and prompt manner.

· Control of stock mix within the company-buying plan.

· Reduction of shrinkage by a personal awareness of security.

· The promotion of an awareness of security standards throughout the 

     store.

· To ensure that stock is stored in a safe and secure manner at all times.

· To maintain a standard of care with all company stock.

· To keep a clean and safe working environment at all times.

· Experience in cash handling & reconciliation, maintain reports and 

     records, vendor & customer, Reconciliation, knowledge in Microsoft   

     Office.

· Support the Manager for the entire operation of the outlet take care &  

     ensure the smooth operation of the outlet.  

Work Experience

4. Accounts &Administration Assistant (April 2009 – 2012 June)


Spinneys Dubai LLC, UAE (Fruits & Vegetables, Aweer ).

Job Responsibilities

· Answering phones and scheduling appointments.

· Preparing and sending correspondence.

· Writing and preparing reports, documents and spreadsheets.

· Organizing and running the office.

· Scheduling the workflow and looking after the staff utilization.

· Answering the queries and information sought by the staff.

· Direct business relations and distribution of company literature to stimulate client interest and sales leads.

· Manage capital purchases, direct vendor relations, generate and maintain equipment tracking records.

· Process monthly expense reports supporting documents and budget code indexes.

Work Experience

5. Receiver cum store keeper (March 2008 to March 2009)

 MIRAK TRADING, DUBAI
Jobs responsibilities

· Receive produce as import and local

· Check the quality/size required for our trading

· If any quality issue found upon receipt of import products, arrange insurance survey with the advise of concerned buyer.

· If any quality issue found on local delivery, immediately returning to supplier and keeping informed to buyer to arrange new delivery

· Daily wise quality checking of existing produce lines

· Prepare prepack produce according to customer order

· Daily stock count on existing stock 

· Ensure proper stock rotation 

· Coordinating with Department Manager and concerned buyer

· Ensure daily orders picked prior to time frame

· Ensure picked items has been loaded/delivered to stores on agreed time.
Personal Profile 

Date of Birth


:    May 20 1978. 

Gender/Marital Status
:    Male/Married

Educational Qualification
:    Degree(BA Economics)


Nationality


:    Indian.

Languages known

:    English, Hindi, Malayalam 

Computer Knowledge

Operating system

Windows 98, 2000, XP, Windows 7, Vista, Linux.

Application Packages

Microsoft Office Package, Linux package, SAP.
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