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       Qualified and experienced Administration & Warehouse in charge with 7.8 years GCC rich experience & 3 years of local proven work experience. Expertise in stores, inventory controlling material administration and client relationship managing logistics operations in a computerized environment.
PERSONALITY
   Dedicated team leader who possess excellent management, problem solving, communication, organization, people solving, people supervision coordinating and computer skills. Having a professional organized work approach with practical work experience, commitment and the capability to perform under work pressure. 
WORK EXPERIENCE

M/S. Panasonic – NAS Stores (Doha, Qatar)

Nasir Bin Abdullah & Sons (NAS) Group is one of the largest and oldest family-run businesses in the State of Qatar established in 1961 by Sheikh Nasir Bin Abdullah Al-Thani, a seasoned entrepreneur and member of the royal family of Qatar, NAS has grown and diversified by strategically venturing into targeted business areas both within and outside of Qatar. It is the exclusive local agent for Panasonic and JVC as well as home electronics/ appliance brands Elba, Terim, Fides, Gala, Sanden, Vestfrost, Vulcan, Ocean, Hisense, Fisher & Paykel, Derby, Janome and Alba. 
ACHIEVEMENTS 

 Has been promoted consistently in work responsibilities on the basis of dedicated committed work approach and the performance demonstrated managed supervising and led a team.
JOB RESPONSIBILITIES

1. Attending phone calls from customer and giving feedback, good customer approach.

2. Interaction & coordination with the branches and other department.
3. Invoicing & Billing for Service Centre activity in Workshop.
4. Filling job card / invoice with proper documents and arrange & send warranty items to warehouse with details for settlement / inspection.
5. Follow up for collections of accounts receivables.

6. Response of stock availability and preparation of Quotation & send for approval.

7. MIS reports as follows:

· KPI

· FINACIAL STATEMENTS

· DAILY INCOME SUMMARY

· CLAIM REPORT ( Warranty Cards, New Jobs, AMC) 

· Daily Attendance Report
8. ESS ( Employee Service : HR ASSISTANCE)

· ALL KIND OF LEAVES 

Ex: (Annual Leave, Emergency Leave, Paid/Unpaid leave etc.)

· PAYROL CALCULATION (Gratuity, Leave Salary, Excess Leaves etc.)

· Mail Management (HR/DEPT MANAGER)

Warehouse

· In charge for issue, receipts, documentation warehousing, inventory, stocking and making computerized entries for the related items. Maintain inward and outward on daily basis.
· Take stock on monthly basis and reconcile the same, inform the office about new stock.

· Keep truck of physical stock and tally with computer records.
· Receive materials take care of demurrage’s, in transit damages and taking preventive measures for the safety of stocked goods.

· Physical management and proper up keep of stock materials stores, conduct periodic cyclic checks and stock reconciliation.

· Ensure proper documentation and process discipline among team. Generate daily, monthly stock reports as requested by the management plan for upcoming goods, preventive measure and stock control.

· Maintains inventory and supplies by receiving, storing and delivering items.
· Coordinate with drivers for delivered the goods on proper time.

· Securing warehouse.

· Supervising staff.
Languages Known

· English
· Arabic
· Hindi
· Malayalam
· Tamil
PERSONAL DETAILS
Name




:
Mohammed Niyas Mohammed Haadil
Nationality



:
Srilankan 

Date of Birth 



:
17 July, 1979

Educational Qualification                  :         High School/Secondary
Job Seeker First Name / CV No: 1836120
Click to send CV No & get contact details of candidate
[image: image1.png]XGulfjobseeker.com

Helping you to search bestjobs & talent since 2002!




Page 2 of 2

