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	Resume

	DILDAR KHAN
Store Supervisor

CELL:  +971-50-2048360
E-Mail: dildarkhan104@yahoo.com 
[image: image1.jpg]



Nationality:   Pakistani 
Passport No: VZ4109892
Date of Issue:  26-11- 2012
Date of Expire: 25-11- 2022
Date of Birth: 21-03-1977
Marital Status: Single 

Additional Skills
· Excellent written & oral communication skills.
· Always presenting a well-groomed appearance and exceptional customer service.

Person Specification
Customer Focus
Friendly, smiley, sociable and welcoming to customers, to create 
A great atmosphere.
Remain calm, patient and polite.
Drive
Confident and self-motivated.
Demonstrating a passionate 
Commitment to the business.
Welcoming and embrace change, with a positive attitude.
Able to work unsupervised in a busy environment.
Personal Integrity

Honest and reliable.
Trustworthy and respectful.
Immaculately dressed.
Professional at all times.
Team Work
Always a good team player.
Building and maintaining good relationships with all team members.
Work together with the team to ensure that the pub is the best it can be.
Willing to take on jobs to balance the team workload.
Able to communicate well with people of all levels.
Developing Self & Others
Motivated to learn and develop self.
Seek feedback and invest time in personal development.
Supervise, train and developing others.
Gaining Commitment

Communicating clearly to colleagues and customers.
Gain commitment of others by using own knowledge.
Act as a role model.
Analyzing and Decision Making

Understand information quickly and accurately.
Resolve problems using current guidelines.
Able to work independently and know when to escalate issues.

	Career Objectives
· Seeking a position in a professional organization position that utilizes my Education, Skills, Energy and Experiences to prove in the field of Store / Inventory and also the invoicing job to enhance the organizational goal as well as my personal growth.
· To reach the highest level of the career by continuously upgrading skill seta require and growing with the company. Adapt quickly to any work with the basic philosophy of team work.
Job Description
Performing a variety of shipping/receiving, stocking activities, stores and distributes supplies and equipment, maintaining inventory and stock records, and performing related work as required.

Special Achievements
· Certificate in Human Resources Department as an Administrator.

· Certificate in Food & Beverage stores, General Stores and Receiving & Purchasing department Jumeirah Hotel at Etihad Towers Abu Dhabi.
· Certificate in Housekeeping department as a Team Leader.
· Introduced to Green Globe Initiatives.

Area of Expertise
· To exercise general control over all activities in Stores Department.

· To maintain stock levels for all the items as per approved min/max levels.

· To receive and verify the items from the LPO.

· To store these items category wise in the storage areas.

· To issue the items to different departments on receipt of an approved Store Request and using control procedure and standards following the policy of FIFO basis.

· To assist the Store Manager in maintaining the stock levels.

· To assist Store Manager in monthly and yearly stock taking.

· To make purchase request for the below minimum level items.

· To report breakage, shortages, pilferage if any, to the Store Manager on a daily basis.

· To inform the Store Manager if an item is required urgently.

· To ensure all store items are having a reasonable expiry date within Municipality guidelines.

· To follow the operating standard in the use of computer.

· To post all requisitions in the system on the same day.

· To conduct random inventory of store items every day and if there is any variances find out the mistake and rectify accordingly.

· To prepare non-moving and slow moving item list and bring in to the attention of the Store Manager.

· To maintain the cleanliness and safety of the store

· Able to perform any other duties as may reasonably be requested by the management.

· To ensure safe keeping both as to quality and quantity of materials.
· Receiving and inspecting all incoming materials and reconciling with purchase orders, and processing distributes documentation with purchase orders, reports, documents and tracks damages and discrepancies on orders received. 

· To Receive and store documents and confidential files; maintaining record of approved documents and confidential files destruction.

· Handling and documents storage and transportation of hazardous materials.

· Maintaining the warehouse, records area and stores area in a neat and orderly manner. 
· Answering questions regarding procedures and resolving discrepancies regarding receipts, deliveries, Warranties, repairs and surplus property. 
· To initiate action for stoppage of further purchasing when the stock level approaches the maximum limit.

· To issue materials only in required quantities against authorized requisition notes/material lists.

· In conjunction with the Financial Controller undertakes physical inventories if required.

· To work within the company’s policies, objectives and quality management system.

· To keep the warehouse/stores clean and presentable.

       Key Skills and Competencies
Professional

· Highly organized and detail-oriented.

· Resolving problems using good judgment.

· Can work well in stressful, high pressure situations.

· Superb manual dexterity and able to operate all necessary equipment.

· Ability to make progress on multiple assignments under time constraints.

· Genuine interest in customer service
· Ability to work on own initiative etc.
· Ability to motivate a team.
· Understand all health and safety issues with regards to staff and self.

· Ethics and Integrity
· Deep knowledge of supervising the team.
· A passion to succeed and deliver exceptional customer service in a results driven environment

· Ability to lead and motivate a team in a high pressured environment.

· Strong communication skills to allow good relationships between customers and team.

Personal

· Physically fit and able to frequently bend or squat while completing duties.

· Always having a professional appearance and attitude.
Past Experience
· 3.5 years in Jumeirah Hotel at Etihad Towers Abu Dhabi. (24-03-2012 To 20-09-2015)

As a “Storekeeper” in Finance Dept.
Currently Work 

· “Store Supervisor” in Logistics Department in Internal Line Interior Design LLC from 28-09-2015 to Till Date.
Academic Qualifications

S.S.C                            B.I.S.E   Abbottabad
H.S.S.C                         B.I.S.E   Abbottabad

Bachelor Degree          Hazara   university Mansehra

Computer Skills 
· Microsoft Office 

· MS power point

· MS word

· MS excel

· Internet –e-mail
· Microsoft Outlook
· Opera
· Adaco NET
· ERP (Enterprise Resource Planning)
Languages
English

         fluently

Punjabi 
                        fluently

Urdu            
         fluently

Hindi                              fluently
Arabic           
         normal

· In addition to these included that I have a lot of experience in this field. I shell ever try to proof myself trustworthy in exercise of performing my duties with full devotion, hardworking & up to entire satisfaction of my seniors.

Declaration
I declare that all the information I have provided is true and accurate to the best of my knowledge hoping for your kind's acceptance and immediate responses. 
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