[image: image2.jpg]



MOHAMED 

E-Mail:   MOHAMED.340781@2freemail.com  

MAJOR ASSINGMENTS

~ Material Management~ Store Management ~ System Data ~Customer Service~ Office Management
EXECUTIVE DIGEST

· A diversified person with eye for detail and good experience of with reputed organisations in areas of. 


- Stock Accounting

            - Stock Analysis                 
- Liaison / Coordination


- Data computation


- Stock Accounting

- Vendor Management             
· Deftness in heading the organization’s purchase activities including stock value reconciliation, and liaison with different departments for timely action.

· Adroit in strategically negotiating with vendors for payments and receivables
· Sound knowledge of Purchase Requisition/ Order Processing, Invoice Generation.
· Possess excellent communication, leadership, relationship management and analytical skills; capacity to work under high pressure situations, and relate to people across hierarchical levels for smooth operation.

PROFICIENCY FORTE

Accounts Management

· Experienced in using SAP ERP and Syncron for article ordering and also well versed with Microsoft office for accounting tasks

· Handled the complete accounting cycle, including opening, posting entries and closing of stock entries and preparation of various reports

· Handled tasks related to Vendor payments and LIV.
Purchase Management: 

· Generating Order studies as per replenishment cycle & special order requests requested by branches. 
· Maintaining a strong communication chain between the different divisions in order to receive and solve inquiries about status of materials, requisition, dispatch information and delivery status. 

Vendor Management

· Obtaining quotes and forwarding for approval.

· Developing partnerships with local suppliers.
ORGANISATIONAL EXPERIENCE

Since March’ 15 -Till date: 
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AL FUTTAIM AUTO CENTERS
Inventory Control Assistant
Role:
· Creating bulk orders for stocks using Syncron and Creating special orders or project basis order as per request of sales person or regional managers. 

· Performing shipping notification/outbound delivery for incoming stocks/and making sure that goods receipts are issued to match with vendor’s invoices. Follow up deliveries with vendor and monitoring open PO 

· Monitoring the fast-moving parts and maintain the buffer stock level as per location requirement.

· Performing LIV on invoices for orders created thru DBM by location. Creating payment request and obtaining necessary approvals for payment

·  Attend to location's daily system issues, finance issues, PR/PO releases etc.

· Monitoring Open PO for IV pending’s for the locations and ensuring GRN is performed by locations.

· Review and create purchase orders based on Syncron recommended quantities on fixed order cycle to ensure stock availability is more than 95%.

· Follow up goods receipts to complete LIV on time and raise payment requests for vendors within agreed times.

· Create Master records as and when required and ensure /info records are maintained continuously throughout the year.

· Monitor and follow up back orders and ensuring that vendors adhere to agreed delivery time lines for stock orders targeting that no pending orders exceed four months.

· Strengthen inventory control/warehouse and Distribution processes across all divisions to ensure stock is brought down to three months’ consumption by year end.

Major Assignments: -

· Conducted weekly Perpetual inventory at branches and thereafter reconciling stock adjustment request forms for further posting.

· Participating in Annual inventory for branches and warehouse where functions included physical stock count, Inventory documents control and thereafter reconciling stock adjustment request forms for further posting.

Since Mar’ 11 – Oct’ 14 CAR CARE CENTRE, Thanjavur - India
Inventory Control Assistant

Role:
· Inventory planning and procurement of material (Spare parts, tyres, batteries & accessories) in liaison with Supply chain department and finance.
· Inventory and ERP posting of transactions in ERP.
· Responsible for the procurement of Spare parts, tyres, batteries & accessories.

· Monitoring the fast-moving parts and maintain the minimum stock level as per location requirement.

· Create the purchase order.

· Follow up with supplier for prompt delivery to locations.

· Monitoring and record keeping of company documents.

· LIV & reconciliation of supplier invoices and processing for payment
· Arrange the cheque to the vendors as per the agreed payment terms.

· Liaise with supplier for claims, credit note, etc.

· Providing quick support & arranging parts & consumables to support branches as & when required.

· Check and verify the reimbursement vouchers and receipts of the location for processing petty cash payment.

· Generating Voucher for receipts and payments.

Since Dec’ 08 – Jan’ 11 NATIONAL COMPUTERS, Thanjavur - India
Administrative Assistant
Role:
· Operating a variety of office machinery and equipment’s such as computer, fax, scanner and copier.

· Handling bank accounts and petty cash.

· Greetings visitors determine nature of dealing and send visitors to correct person.

· Ability to use office equipment’s with a high degree of accuracy and efficiency.

· Monitored and recorded company documents.

· Performed general office duties and administrative tasks and payroll.

· Filing Documents.

· Preparation of BRS.

· Managed the internal and external mail functions and telephone calls.

· Scheduled client appointments and maintained up-to-date confidential client files.

· Maintaining of attendance Register.

· Making Voucher for receipts and payments.

TRAININGS ATTENDED

· Underwent training for SAP and Syncron and Ariba Ordering
· Computer & Networking.
· MS Office – (Word, Excel, & Power Point Presentation)
LANGUAGES PROFICIENCY
· English, Tamil
ACADEMIA

GRADUATION

Course 


:
BE – Computer Science and Engineering
University

:
P.R. Engineering College, Thanjavur, India

Year of Passing

:
2007
IT SKILLS
· Operating System: Windows 7 & 8 with Microsoft office 2007

· ERP Systems: SAP, Syncron & Ariba
PERSONAL MINUTIAE

Date of Birth 

: 
27th Mar 1984
Present Address

:
Dubai, UAE
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