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Sabin 
 (Operations Administrator)
Mobile: C/o 971503718643 ~ Email: sabin.343375@2freemail.com    
Seeking operational assignments in Logistics / Warehouse Management/ Distribution / Inventory Management with a growth oriented organisation

PROFESSIONAL SYNOPSIS

· A dynamic professional with over 4 years of rich experience in Logistics, Warehousing, Inventory Management and Manpower Management.
· Hard working self-motivated team player. Excellent planning and organization skills.

· I am an excellent team worker and am able to take instructions from all levels and build up good working relationships with all colleagues. I am flexible, reliable and possess excellent time keeping skills.

· Keen on details

· Excellent planning and organization skills. Strong communication and interaction skills.

· Track record of delivering results with deadlines.

CORE COMPETENCIES 

· Warehouse Management

· Carrying out warehouse management of various products including operations, planning & execution, packaging, space management.

· Stock, order processing, transportation & customer services entailing process optimization and location planning.

· Inventory Control 

· Well knowledge of warehouse management system - WMS (Exceed, Infor, Business Objects Reports)

· Good RFID knowledge for all WMS processes (Exceed & Infor) as a super user.

· Inventory management, inventory adjustment, cycle count operational process.

· Handling day-to-day warehouse activities, including coordinating with the shipping and dispatch department.

· Preparing the documents for shipping and customs.

· Man Management

· Helping the Operations Supervisor for directing, leading and motivating workforce; imparting continuous on job training for accomplishing greater operational effectiveness/ efficiency. 

· Resolving interpersonal issues & working towards a harmonious work environment.

· Dealing with and resolving problems and issues which arise.

· Monitoring and training up junior and new staff.            

· Producing accurate reports on team performance for managers.  

ORGANISATIONAL EXPERIENCE

Since April 2014 with Mohebi Logistics (ADNH-Compass & Starwood Division), UAE

As A Operations Admin (Logistics & Warehousing)

Presently associated with Mohebi Logistics since April, 2014 till date
· Preparing daily workloads for staff & co-ordinating the daily allocation of work.

· Working in operation as well as looking after customers' orders, delivery planning and back end customer service.

· Generating pick orders from WMS & responsible for the maintenance & storekeeping of all inventory.

· Keeping records of items entering & leaving warehouse with proper inspection to detect any damaged / spoiled goods.

Rabina Construction as a Project Accountant from Feb 2013 to Oct 2013

· Keeping records of daily financial transaction.

· Preparing Purchase Orders.

· Preparing Accounts Receivable and Payable reports monthly and reporting to Chief Accountant.

· Preparing monthly Payroll.

· Managing inventory and reordering level.

· Preparing Bill of Quantity and submitting to Project Manager for verification.

· Preparing Final Accounts and reporting to Chief Accountant.

TRAINING COURCES AND AWARDS

· Pre-deployment training(First aid, Fire, Food handling, workplace hazardous safety, proper handle hazardous safety trainings)

                                                EDUCATIONAL QUALIFICATIONS

2013

Bachelor in Business Administration - Sikkim Manipal University - India

2010

High School (10+2) - Nobel Academy - Nepal

2008

SLC (School Leaving Certificate) - Miniland English School - Nepal

Languages known:- 
· English (Fluent)
 

· Hindi (Fluent)


· Nepali (Mother Tongue) 

                                                               PERSONAL DETAILS
· Date of Birth

: 
06 June 1993

· Current Address

:
U.A.E, Dubai.

· Permanent Address

:
Kathmandu, Nepal.

· Nationality


:
Nepali

· Sex


:
Male

· Marital Status

:
Unmarried

· Visa Status

:
Employment - Jabel Ali Free Zone (JAFZA).

Declaration:

I hereby declare that all the above information is true to the best of my knowledge.

References and Supporting Documentation will be furnished Upon Request.
Yours faithfully,

Sabin 
