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Store In-charge/Inventory Controller
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CAREER OBJECTIVE:
To work in a dynamic & challenging environment where I can facilitate the employer’s growth using my skills and experience. I am seeking for a position where my professional experience and management skills will allow me to make an immediate contribution as an integral part of a progressive company.

KEY SKILL:
All store report like Inventory Controlling, Stock Statement Group & item wise, Civil, Hardware, Mechanical, Electrical, Plumbing, Air conditioning & scaffolding. Purchase report, material consumption report, MTN IN-MTN OUT, returnable & non returnable goods report. Raise purchase requisition for purchase order, DO & Invoice checking as per purchase order, checking of received quantity, Rate, amount, Grand Total & Material rejection etc.
EXPERIENCE DETAILS & JOB RESPONSIBILITIES:
 (Store in-charge in RGGVY 12th Plan Phase-2, PuVVNL UP Govt. Power Infrastructure Project) from Nov 2015 to till date)
· Store monitoring & documentation, verifying invoice rates, quantity & quality of material as per purchase order.

· Site visit & controlling the material misusing & wastage.

· Checking of DC/ Invoice as per purchase order.

· Preparing the goods receipt notes for all received material & forward to account dept.

· Stock receiving & issue statement for all types of Materials.

· Preparing Stock Statement & verifying the materials as per ERP statement.
· Maintain all documents record & Filing as per document nature.

· Verify the Daily Monthly Reports for Major Items.

· Maintain fixed asset & movable equipment statement.

· Contactors Manpower report & tools issue/received on daily returnable basis.

· Preparing the Purchase Requisition, Goods Receipt note (GRN), Material issue note, Material Transfer In & out (Returnable/Non-Returnable) in focus ERP.
 EASTERN INTERNATIONAL LLC, SHARJAH, UAE (Store in-charge from July 2012 to Aug 2015)
· Preparing the goods receipt notes (GRN) in FOCUS ERP for all received material & forward to account dept.

· Preparing the Purchase Requisition, Goods Receipt note (GRN), Material issue note, Material Transfer In & out (Returnable/Non-Returnable) in focus ERP.

· Preparing Stock Statement & verifying the materials as per ERP monthly & yearly basis.

· Stock Maintain of Material as per minimum and maximum level 
· Verifying invoice rates, quantity & quality of material as per purchase order.

· Cash handling, vehicle movement & cash purchasing, necessary medicine & other requirement as per project demand.
· Payment issue handling and cheque handing over to supplier.

· Quotation receiving and getting approval from store manager for scrap sale.
· Maintain inward & outward register for all types of material.

· Document controlling in-out manually, computerized & scan copy for record purpose. 
· Contactors Manpower report & tools issue/received on daily returnable basis.

· Inventory Audits and Site Handing over Audits, successfully completed
NARULA UDYOG INDIA PVT. LTD.  New Delhi  (store in-charge from July 2010 to May 2012)
· Receive all raw materials & issue to production unit as per Bills of quantity (BOQ).
· Issue the material as per FIFO (First in First out).
· Checking the self expiry goods twice in a month to avoid the material wastage.
· Verifying the store item as per Bills of quantity (BOM) & place the purchase order for balance items.
· Handling the Inward and Outward Material as per purchase order 
· Materials receive & check quantity & quality as per Purchase Order specification.
· Preparation of Goods Receipt Note in Focus.
· Preparing stock statement monthly and yearly basis.

· Stock Maintain of Material as per minimum and maximum level.
· After production received all finished goods and verifying as per issued raw materials & store in company go-down.
· Vehicle arrangement & dispatch the finished goods as per sales order.
APARNA CONSTRUCTION PVT.  LTD. Hyderabad (Store Keeper from May 2006 to Dec 2009).
· Checking of DC/ Invoice as per purchase order.

· Verifying invoice rates, quantity & quality of material as per purchase order.

· Preparing the goods receipt notes for all received material & forward to account dept.

· Stock receiving & issue statement for all types of Materials.

· Preparing Stock Statement & verifying the materials as per ERP statement on monthly basis.

· Maintain all documents record & Filing as per document nature.

· Verify the Daily Monthly Reports for Major Items.

· Maintain fixed asset & movable equipment statement.

· Contactors Manpower report & tools issue/received on daily returnable basis.

· Preparing the Purchase Requisition, Goods Receipt note (GRN), Material issue note, Material Transfer In & out (Returnable/Non-Returnable) in focus ERP.
EDUCATIONAL QUALIFICATION:
High School
: 
From UP Board Allahabad 1998. 

Intermediate
:
From UP Board Allahabad 2000.

Graduation
: 
From Veer Bahadur singh Purvanchal University, Jaunpur 2003.

COMPUTER AWARENESS:
Office Package

:
MS-Word, Excel, Power Point, 
Graphic Designing softwares
:
Corel Draw 14.0, Photo Shop 7.0, 

Internet                     

: 
Ms Outlook, Net Browsing & E-mail
Inventory Package   

: 
Tally 9.0, Busy 3.6, Oracle & Focus

STRENGTHS:
Honest, Self motivated & hard working person with positive attitude.

PERSONAL PROFILE:            
Date of Birth
:      14th March, 1983

Sex
:      Male

Marital Status
:      Married

Expected Salary      
: 
Negotiable (As per company standard)
Notice Period
:        Ready to join within week.
Location preference
: 
Any where in Middle East.
DECLARATION:
I do hereby declare that all the above mentioned are true to the best of my knowledge and hope that you will get me fit for the above post and will give a chance to serve under your kind control.

 
(Guddu)

Guddu
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