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 JAFFER 

 JAFFER.317667@2freemail.com 
 

Objective: 

A responsible position in a progressive organisation, which could provide me with a challenging growth opportunity.

Professional experience

1. Worked as a Store In Charge in Giri Thangam Polyclinic, Colachel, Tamil Nadu, India, from June 2012 to Sep 2016.

Making Purchase order to suppliers, receiving items and supplying items to various department, maintaining minimum stock level and re-order level, making computerized entries. Preparing monthly and periodical Inventory reports. 

IN GULF (UAE)
2.  Worked as a “Executive – Materials Department” in Al Ahalia Hospital, Abu Dhabi, from Jan 2012 to March 2012.

Co-ordinating the day to day activities with Main Store and Purchasing dept.

· Receiving Purchasing request from all dept.

· Making materials enquiry from various suppliers.

· Receiving quotation and making comparative statement.

· Preparing LPO and Receiving all items from suppliers and

· Making GRN.Maintai-ning ISO and JCIA documents and all files and records.    

3. Worked as a Store In-charge (Purchasing Dept) in Gulf Diagnostic Center Hospital, 

Abu Dhabi, from 5th June 2006 to 12th Nov 2011.

· Supervising and co-ordinating the day to day activities with Main Store staffs.

· Co-ordinating the day to day activities with Purchasing dept.

· Receiving all items from various suppliers.

· Preparing the daily list for Re-order Level Quantity for new Purchase orders. 

· Consumable items and prices comparing with companies quotation.

· Dealing and enquiring with companies about the items and prices, making Purchasing 

· Requisition and LPO and ordering to the companies with purchasing HOD permission.

· Preparation of Stock report, Computerized Inventory Control, checking of expiry items.

· Maintaining inventory and ensuring proper distribution of these to relevant clinic dept.

· Making GRN for all items, preparing all the reports.

· Maintaining files and record system. 

· Co-ordinating with Purchasing and taking responsible and in-charge with main store.
4. Worked as a Billing in-charge (OPD) in Almana General Hospital, (220bed) Dammam, K S A, from Dec 2000 to Apr 2002. 

Supervising and co-ordinating the day to day activities with Receptionist, Cashier, and Billing staffs.

Checking with charges of cash bills and cash collection from OPD Receptionist, and Cashier.

Checking with charges of credit bills (Insurance) with attachment of company documents.

Co-ordinate with Manager and other related officer.

Setting up and maintaining files and record system.

Dealing with patient and company enquiries and drafting routine correspondence.

Scheduling duties and monitoring performance of staffs.

5. Worked as a Computer Operator (Main Pharmacy/Store) in King Saud Hospital (MOH), (345bed) Unayzah, K S A from Jul 1997 to Dec 2000.

· Receives and issue medicine to various departments and entering in to system.

· Preparation of daily and weekly stock report.

· Maintaining medicine inventory by computer and ensuring 

· Proper distribution of these to relevant pharmacy and clinics.

· Checking of Expiry drugs.

· Manage and organize filling system
Educational Qualifications  :

Bachelor Of Commerce in M S University Tirunelveli , Tamil Nadu, India
from 1992 to 1995.
Computer Qualifications  :  1. Postgraduate Diploma in Computer Applications;  2. Diploma in Tally

Languages: English, Arabic and Tamil, Hindi, Malayalam.
Personal Details :

Sex 


: Male 

Marital Status 

: Married 

Nationality 

: Indian 

Religion 

: Islam 

