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                   CURRICULUM VITAE/RESUME
CHANDRAM
Objective: My education and hands on experience while employed in Iraq as a sub-contract worker for Prime Projects International for KBR Services has given me even more of the necessary qualifications to make a significant contribution to your company.
Educational Qualifications:

· Higher Secondary Certificate from Sri Vennela Jr. College

· SSC from Z.P. High Scholl, Gudem
Computer Literacy:

· Diploma in Computer Application, (MS Office-Word, Excel and Power Point)

· Worked on MAXIMO, STEAM and SAP

Abilities & Qualities:

· Interpersonal Communication skills
· Positive attitude

· Excellent Communication skills

Languages Known:

·  English, Hindi & Telugu (Mother Tongue)
Professional Work Experience: 
1. Materials Administrative Manager. 

· December 2007 to May 2011 worked as Administrative Manager for sub-contract worker for KBR Services at the F2IZ Materials Warehouse, Camp Liberty, in Baghdad, Iraq. Experience in all phases of administrative duties to including STEAM and MAXIMO.

My Responsibilities in Brief

· Proficient in all Shipping and Receiving Materials procedures

· Proficient in MAXIMO & SAP

· Preparing the documentation for the received shipments
· Counting and verifying the received material by Purchase Order and Material Requisition
· Separating the material by the sites and end users who ordered
· Packing appropriately and sending over shipping department
· Creating OS&D and ROD (if necessary)
· Receiving material in the STEAM (creating PO, receiving and transferring to the end users storerooms)
· Receiving in SAP (only primary receiving, creating the Material Receiving Record MRR)
· Updating the receiving documents in folders
· Updating the daily receiving reports (DDR, OS&D and ROD report, internal receiving report)
· Daily communication with Expediters, Byers via Emails
· Daily communication with shipping personnel
· Leading and Training all the Experts and SCW’s regarding all STEAM issues

· Maintain a location system for all cleaning and office supplies

· Coordinate and facilitate receiving and issuing of materials for 22 sites

· Control and maintain a current and accurate inventory for well over $1 million

· Research and solve problems concerning paperwork and customer issues

· Prioritize and follow through on daily task

· Maintain records with computer database as well as physical filing system 
· Responsible for high volume coding and filing, set up filing system for Class II

· Monitor inventory levels to ensure adequate supply and to eliminate surplus material

· Reports to and receives assignments, instructions, and direction form the Warehouse Supervisor.

· Provide customer service

· Make the location for all Class II materials

· Report status for all office & cleaning supply materials to warehouse supervisor on daily basis.

· Make the separate location for excess materials   

· Provide the MSDS for issues chemical 

· Ability to continuously meet deadlines
2. HR and Camp Administration Assistant

·    September 2007 to December 2007 worked as an Administrative Assistant for Prime Projects International in Baghdad, Iraq.

My Responsibilities in Brief
· Preparing Daily Man power movement as per in & out records.

· Co-coordinating with the payroll department.

· Updating Passport details & Employees status in Master files as per daily man power movements.

· Updating Subcontractor Accountability report and submitting to Client.

· Updating Weekly Camp Census Report as per daily man power movement and submitting to client.

· Updating the DCCA Accountability report.

· Updating Sub-contractor Inspection Report and submit to the concerned person on weekly basis.

· Updating the master file.

· Conducting evaluation test to the employee.

· Filing & Maintaining daily Camp & HR related documents.

· Making new & renewing Identity cards for employees.

· Updating badge details of employees.

· Lodging complaints related to salary, Bank Account change and to update the employee’s about the status.

· Renewing the re-contracts.

· Providing communication linkages between HR, Camp managers and employees and vice versa.

· Preparing Drinking water & Warehouse Gear reports with camp employee’s movements.

· Preparing Generator Fuel report and submitting to Fuel department.

· Preparing Potable, Black, Grey water report and submitting to concerned person.

· Preparing Job orders.
· Preparing the Camp related notices as per the instruction given by Camp supervisor & HR supervisor.

· Distributing pay slip to employees.

· Maintaining Telephone records.

ACHIVEMENTS
· Received Certificate & Coin from Materials Manager
· Received Certificate from Warehouse Manager

· Received Certificate from Sr. Business Process Analyst-MAXIMO
· Received Certificate from Business Process Analyst-STEAM
· Received Certificate for Training Materials Inventory, Materials Transaction & Material Requisition.
Father's Name
: 
Balaiah
Date of Birth
:
03-February-1987
Gender

:
Male
Marital status
:
Married
Hobbies

:
Reading books, surfing net, listening music, playing                                                        

                                     Indoor games & 0utdoor games
Declaration: -          I hereby declare that all the above information provided by                               me is true the best of my knowledge and it has been furnished in my complete consciousness.       
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