Nair

Email  nair.357370@2freemail.com 
______________________________________________________________
Profile :-

Over 9 years in  Dubai And 15 years in India, Mumbai experienced seeks suitable position as “StoreIncharge” /Store Keeper “Office Assistant “Or Supervisor with an organization that has the vision and potentials for development, growth and expansion .
Personal Details :-

Date of Birth      
:   28th July – 1963

Marital Status       
:   Married       

Nationality              
:   Indian    
Languages Known
:   English, Hindi & Malayalam
Education Qualification :-
Pre-Degree(Commerce)PassedfromCalicut University, India.
Computer Knowledge :-
Inventory Software - NEXUS System and Oracle, Ms Office Products, SAP & ERP System & Tally-9
Work Experience In Dubai:-
Worked as a Store In Charge with Quarry Mining LLC period from Jan-2014 to Oct-2014.
Worked With M/S,Green Flag Land Gen –Transport  LLC as an Office Assistant. (2012-2014)
( Handling day-to-day accounting & other office realted works)
· Control over all accounting and Financial matters.

· Preparing bank reconciliation statements.

· Prepare bills receivable a/c & follow up with clients for collection of payment.Scheduling payment to suppliers for local purchases.

· All kinds of bank transactions.

· Handling of Petty cash and main cash.

· Recording of day to day business transaction in the system.
Worked as a Store Incharge with Al Rostamani Pegel LLC - Dubai 
( Bussniess Bay – Site ) period from October -2008 to Nov- 2009
Job Profile :- 

· To control the movement of materials in warehouses, lay down areas and other storage areas at project locations and/or central store facilities.
· Supervise material receipt from and ensure safe unloading and placement in assigned storage location.
· Carry out initial checks on received materials for verification of items as per Purchase Order, Material Requisition or Customers Material Request Documentation.

· Coordinate with Material Control Supervisors and/or Project Manager for technical verification of items and associated documentation.

· Prepare all receiving and inspecting documentation.

· Notify the buyer through the Material Control Supervisor where action by the supplier is required.

· Check inventory and the condition of stored items at regular intervals. 
· Issue materials from stores against Material Issue Vouchers (MIV) as approved by the responsible engineers.

· Maintain good housekeeping in all store areas.
Worked as “ Storekeeper in Construction ” with Al Shafar General Contracting Company for 02 yrs. period from Aug 2006 to Sep 2008.
Worked “Accounts Assistant cum Inventory – Controller “ for 2yrs with  MNC, Red Sea Housing in Jebel Ali  from Jul-2004 to Jul-2006.
· Preparing Goods Receipt Note & Goods Issue Note on daily basis.

· Preparing Purchase – Order, Purchase – Return & Goods Return Note.

· Co-ordination with Suppliers for Discrepancy of material eg., Shortage,

  Damage & Rate – Difference.

· Follow-up for monthly pending invoices from the local suppliers.

· Follow-up for Offshore materials.

· Making payment transfer for offshore suppliers.

· Checking Cargo Arrival from the shipping line.
Preparing Monthly Reports for the following:-
· Monthly Accounts Payable to the Suppliers.

· Monthly Material Issue / Receiving report for accounts.

· Preparing local & offshore inventory on quarterly basis & submitting

  to accounts & difference adjusting in the system.

· Preparing Yearly Inventory for Auditors. 
 Work Experience In India
10 Yrs Experience worked as an” Accouts Assist” Cum Warehouse Incharge” with M/S Prakash Parcel Service Limited, at Mumbai from April-1993 to Dec-2003 
Worked as an “Store Supervisor”with M/S Hiranandani Builders ltd, Powai project in Mumbai from March -2010 to August 2011.
 Present Job :       Working as a Store Supervisor with Malabar Steel House 
                             In Kerala since March-2015 Onwards.
* * * * * * *
