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Email: suhail.342496@2freemail.com  
 Visa Status: Visit Visa

 Validity till: April 9th 2017                                                                                    
                                                                                    
Objective

Looking for a challenging and growth oriented job that will exploit my skills and also give a chance to serve the company to the best of my potentials as an employee. Also, seeking a position that will benefit from my experience, positive interaction skills and industry contacts where my experience can highly benefit the company.
Working Experience

Work Experience in Dubai

Organization    :     Neotech engineering llc. 
Position            :     Store / Warehouse Supervisor
Duration            :    April 2008 – November 2016
Job description:

· Responsible for Store and warehouse operations.
· Managing stock control: storing, receiving and timely delivery of goods, document recording and data entry into system.
· To check and receive purchased materials forwarded by the receiving department and to arrange for the storage in appropriate places.
· Planning, organizing and controlling of Warehouse over-all operations.

· Scheduling employees, Truck drivers, arranging deliveries & drop offs & scheduling loading dock.

· Producing regular reports and statistics on a daily, weekly and monthly basis.

· Overseeing the planned maintenance of vehicles, machinery & equipment’s.

· Scheduling internal auditing for every 6 months.

· Plan and schedule correct and timely kitting and delivery of materials, ensure smooth material flow & practice FIFO.

· Issue Inventory report, IN/OUT status report, dead stock report and manpower status report to Administration Manager.

· Maintain housekeeping of warehouse and surrounding area.

· Follow up & control daily absence & overtime.
Work Experience in India

Organization    :     Royal Hotel, Manipal India

Position            :     Front Desk Receptionist

Duration            :    January 2007 – March 2008

Job description:

· Receiving the guests.

· Checking AM and PM discrepancy reports. 

· Has complete working knowledge of computer system, including 

           daily transactions.

· Has full understanding of software system and assists with 

           reservations.

· Can perform all of the front desk functions to include Guest Service

           Front Desk Clerk, Reservationists, etc.

· Assists Front Desk Clerks by checking guests in and out of the hotel.

· Knows how and where to post all charges..

· Handling checks and credit cards received from the guests for

           payment of hotel charges.

· Issuing safety deposit boxes to guests when requested.

· Giving directions to hotel facilities, rooms and local area attractions.

· Providing a safe work environment by following all safety and 

           security procedures and rules.

· Ensuring proper staffing levels of Front Desk Clerks by assisting

           Front Desk Manager/Front Office Manager in preparing weekly

           Schedule and maintaining proper documentation (time cards,

           disciplinary procedures, reviews, etc.)

· Communicating with the Housekeeping Department regarding

Work Experience in Saudi Arabia

Organization    :     Mubarak Al Doosry Trading Company

Position            :     Technical Sales Engineer
Duration            :     April 2004 – November 2006

Job description:

· Attending telephone inquiry of clients and processing their requests.
· Generating new orders.
· Negotiation with clients.
· Quoting clients as per their requirement.

· Meeting and dealing walk in customers.

· Entry of daily sales into computerized accounting system.

· Receiving cash/ cheques and depositing in bank.

· Maintaining relationship with customers for repeated orders by cold calling & updating about new products.

Personal Details

       D.O.B               :19.11.82

       Nationality        : Indian.

       Marital Status   : Married
       Religion            : Muslim
Education
1. Higher Secondary Level, M.G.M (Karnataka Board, India).

2. Secondary School Level, Manipal Pre University College 

Driving License 

   Holding Valid UAE License (Light Vehicle)
   Issue date:        08.11.2016

   Valid thru:          08.11.2026

   Place of issue:   Dubai

Computer Skill
1. MS Office

2. Tally

3. Financial Accounting (Peach Tree)

Area of Interest
· Logistic coordinator

· Warehouse Supervisor
· Store Supervisor

ASSETS

· Dynamic analytical and programming skills.

· Effective Communication skill and leadership qualities.

· Highly motivated to work as a team.
DECLARATION:

 I here by declare that the above mentioned particulars are true and best of my knowledge and belief.
DATE: 

PLACE: DUBAI                                                                               (SUHAIL.B.K)

