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OBJECTIVES
To pursue a career in an organization having a global vision, which encourages creativity and offers an opportunity to learn and develop both in professional and personal aspects. I look forward to work in an organization that will offer me the opportunity to be a part of its team contributing to the success of the company.
SUMMARY 

· 8 years of successful experience in various responsibilities as store keeping, Purchasing and Document     Controlling, Office Coordinator, and security officer.
· Having skills in customer service, Vendor management, and ability to work well under pressure.

· Having Skills in MS office, especially Excel, MIS preparations, inventory tracking, and purchasing skills
· Presence of mind required to handle the multiple task 
PROFESSIONAL BACKGROUND
1. Purchasing and Store keeping - American university of Ras Al Khaimah
    (29th September 2013 – Till Present)
Duties and Responsibilities.
(a) Store keeper
· Receives and inspects all incoming materials and reconciles with purchase order.

· Submission of Daily/Weekly/Monthly (Stock/Supply) report to the manager.

· Preparing and recording all receipt for stock (for fixed assets adding new barcoding in inventory system.
· Coordination with departments to ensure the enough stock for the items on time.
· Maintains the Store, records area and stores area in a neat and orderly manner.
(b) Purchasing
· Handling purchasing of Store Items (Office Supplies, Cleaning Consumables, Pantry Items, Printing Stationeries) and purchase for IT consumables and fixed assets (Laptop, Projectors, Toners etc..) based on the assignment from department head. 

· Providing support to the Procurement Manager, assisting in the preparation of RFQ’s, RFP’s, and purchase orders.

· Updating the procurement database for additions/deletions in supplier base
· Working with accounting personnel in resolving invoice discrepancies.
· Gathering quotes, negotiation with supplier, preparing comparative reports and purchase order based on purchasing policies. 
· Maintaining the purchasing policy and ensuring that all purchases adhere to it
· Choosing the suppliers that the company will deal with and maintaining the legal interaction with them
· Continues follow-up with the supplier until end of projects and releasing payments
(c) Documentation
· Handling the all documentation for purchasing department with the database in neat and orderly manner
· Responsible for receiving, circulating and recording all incoming and outgoing documents.

· Ensures proper document classification, sorting, filing and proper archiving
2.  Rotana For Security and Guarding, Ras Al Khaimah UAE - (MAY 2011 – SEP 2013)
Name of Post
: Security officer (Licensed by PSBD, Ministry` of Interior, UAE) 
· To manage the rotations of staff so that all positions are covered and all staff receives designated breaks each day.
· Monitor all electronic security systems including fire alarms, CCTV and patrol management and report to management if there have any findings.
· Ensure all site records are maintained and that all information required for monthly reports is completed.


3.  ICICI Home Finance, India (Sep-2007 – Mar 2011).
Name of the post
:
Collection Coordinator 
· Preparing monthly comparison for the Issuing Official Receipt Books to the agency executives, and maintaining the in & out records.

· Daily collection receipt entry and ensuring the payment deposition on time. 

· Conducting the weekly receipt reconciliation.
· Maintaining the documentation for the recovery vehicles

· Preparing reports and register for the monthly external audits for collection receipts and        recovery files. 
TECHNICAL SKILLS

·   Skills in MS excel (VLOOKUP, HLOOKUP, DATA PIVOT,).

·   Diploma in Computer Application (DCA) (Word, Excel, PowerPoint, Internet Explorer, Open Office.)

·   Photo Shop, Corral Draw, and PageMaker. (DTP)

·   Completed DRA training under IIBF.

·   Completed training under National security Institute, Ajman.2011, 2012 & 2013

·   PSBD (Private Business Security Department) License from Ministry Of Interior, UAE. 
ACADEMIC BACKGROUND

Bachelor-program in business administration (Management)-2011
(Institute of Management & Technical Studies, Delhi)

Vocational Higher Secondary School Certificate-2004 
(VHSE Mankada, Kerala)- 

S S L C -2002



(THS Angadippuram, Kerala)
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