Shaik.360295@2freemail.com

To,

The HR Department ,

Attention : Hr Manager
Post Applied For: Store Supervisor / Assistant Purchaser /Logistic Coordinator 
Sir,

I, Shaik Jamil Ahmed, from the company ALBINALI & Tetra Arabia Co. Ltd. a subsindiary of TETRA TECHNOLOGY, INC.( Oil Field Services Company) presently working as store supervisor cum Purchaser for Saudi Aramco Based Well Testing Project would like to explore the possibility of joining in the newly opened vacancy in any of your prestigious Company

The enclosed resume will furnish you with information concerning my career objectives, qualifications, professional highlights, educational training background and experience developed in both my country and overseas including this company.

As I am seeking for a position as Store Supervisor/Purchaser or logistic coordinator Well testing company or any other good organization. thoroughly understand the function and procedure and standard, ideas and concepts that converts into meaningful results, imposing proper communication and coordination to the people from diverse background (ages, profession, culture, nationalities and others) in both oral and written manner to attain work objective, Hardworking and dependability are my best assets for instilling an atmosphere of cooperation and harmonious working relation among my fellow co-employees and other people I deal with.

Although, my resume clearly presents my overall qualification. I would appreciate having the opportunity to discuss with you "How my specific skills will contribute to your organization needs".

Thank you for your internal advertisement, attention and forthcoming reply.

Respectfully yours,

Shaik.360295@2freemail.com
Objective:

To seek a challenging position in the field of industrial sector & also in Oil Filed that utilizes my skills and gives scope for learning which helps towards organizational development and growth.
Educational Qualifications:

MBA            :  Appeared only in 1st Semester and continuing towards the next,(in 

Distance course) from Sikkim & Manipal University .

Graduation   :  Completed B.Sc. Degree in 1996 from UTKAL University, Bhubaneswer,

C.H.S.E       :  Completed in 1993 from JAYADEV COLLEGE OF SC. & EDU. 

                     TECHNOLOGY, BBSR
H.S.C.         :  Completed in 1991 from B.S.E.B.Cuttack.

PROFESSIONAL QUALIFICATION

· One & Half Year Advance Diploma in Network Computer (ANC) under GNIIT program from NIIT, BANDRA (MUMBAI)
· 12 Months Diploma in JAVA Programming Course from SSI Ghatkupar (Mumbai).
Computer Skills:

      
OPERATING SYSTEMS
: MS-DOS, Windows 97, Windows NT, Windows 

                                                               2000, Microsoft XP


SOFTWARE PACKAGES
:  MS Access, MS-Word, MS-Excel, MS-PowerPoint 
           LANGUAGES

:  C, C++, Visual C++, Win 32 API


RDBMS

:  Sybase, MS Access, Oracle Basic.


INTERNET

:  HTML, FrontPage, JavaScript, VB Script ,E-mail,

Typing Speed


:  60W.P.M

Career Summary:

      Company


   : Tetra Middle East Oil and Gas Service LLC (Well      

                                                  Testing Division
       Position
                 :  Store supervisor cum Purchaser Officer level 1.

                       (This is Under Tetra Technologies Inc.) 

       Period
                : August 15, 2010 to at present in Saudi Arabia.

      Projects                             : Saudi Aramco Surface Well Testing Operation, Project

Duties & responsibilities: 

· Reporting to Base & Operations co-coordinator with dotted line 

reporting to Maintenance supervisor

· Organizing the well test store & warehouse.
· Forecasting the spare requirements and put material requests 

(MRS) for necessary items.
· Custodian of store and spares.

· Sometimes going to site to help site crew in rig & rig down

· Sometime helping maintenance team while redressing valves and 


other equipment also.   

· Inventory control of all well testing equipment, consumables and 

Redress kits.

· Identifying the local and international vendors related to well 

testing. Obtaining minimum 3 quotes from various suppliers for 

any items.

· Procuring the spares locally when possible and place orders for 

international Procurement after taking approval from Operations  

 Manager.
· Review daily consumable and maintain spare requirements to the 

minimum level.

· Assist in Maintenance Supervisor for spares needs.

· Accurate store inventory and spares records are filled.

· Performing the responsibility for the upkeep and housekeeping of 

store and warehouse area.

· Receiving of spares, new equipments and handling 

documentation which includes the Material Transfer sheet and 

delivery notes.

· Making Load out sheet for the items going out of the yard.
· Discussing the base coordinator / maintenance supervisor day to 

day about store requirements.

· Frequent visits to Field Job Site to verify the inventory of each 

well test unit and assuring that minimum spare levels are 

maintained.

· Liaise with Well Test Supervisors & crew to identify the 

equipments and material needs.

· Placing order for HSE requirements such as First Aid Boxes, Fire 

Extinguishers, and Breathing Apparatus etc if there is deficiency.

· Sending updated inventory of equipment, tools, spares and 

consumables on monthly basis to Base Coordinator, OPS 


Support Manager, Operations Manager and General Manager

· Overall Good knowledge of Well Testing Equipments, Tools & 


     Spares parts used in Well Testing various Packages.

In procurement: Dealing all type of procurement activities as below:-

· Raising RFQ against MR to both foreign and local suppliers.

· After getting minimum of three quotations against RFQ, doing cost analysis or comparison pricing sheet, PR and sending for OPS manager approval.
· Creating PO in E1 Enterprise system (JDEDWARD).After approval sending Final PO copy to the concerned supplier and making follow up with the supplier for receiving delivery in timely manner based on the lead time specified in supplier quotation.

· After receiving the material verifying against PO then sending for technical verification from QAQC and receiving in E1 System.
· Submitting the Weekly and monthly purchasing report to the OPS Manager and to Finance dept.

Career Summary:

      Company


   : Topaz Engineering, UAE.
       Position
                 :   Store Keeper at material store

                        (Which is Under Corporate office of our group of 


                     Company)

       Period
                 : March 2010 to 1st August 2010 in the United Arab 
                                           Emirates.

      Projects                             : Mopu Project

Duties & responsibilities: 

· Recording all the stock material after receiving form MR, Maintaining all the records of material by using our E.R.P JDE software. Arranging transportation for delivering material  by preparing delivery note, Gate pass  and making follow up with the driver in order to safe delivery of material at site. Taking care for any emergency material request coming from Project Site and was handling accordingly in absence of my boss and later morning was reporting to him.

· Handled all the clerical activities like: doing filing, preparing monthly time sheet for our store employee, Making weekly report, taking care all the administrative office equipments such as copy machine, computer, fax machine, & ordering all types of stationary item required for the department.

      Company


   : Adyard Abu dhabi LLC, UAE.
       Position
                  : Time Keeper cum HR Asst.

       Period
                  : January 2007 to March 2010 in the United Arab

                                            Emirates.

      Projects                               : In HR Dept. for Ship Building Division 
       Duties & responsibilities: 

· Leading in Time office.

· Monitoring all the time office activities like Time sheet entry of all direct/subcontractor workers for almost 3000 Employees along with staff.

· Employee Master Creation in our ERP (JDE Software) for both company own employee & supplier Employee with co-ordination PRO/HR department for employee’s information.

· Issuing Time sheet reports to Production/Marine/Rig & Project manager for their confirmation.

· Co-ordination with supervisors/Foreman for the time sheet clarification.

· Tracking of Employee work location & maintaining daily reports.

· Submitting Monthly Time sheet Summary report of all 3000 employees to A/c. Department for payroll processing which furnished with all other time reporting document.

· Handling all the problems raised by any employee, supervisor, staff or any higher Authority related to time office activities and salary issues.

· Preparing all types of reports like: 

· Weekly Man-hour report, Manpower report, Employee Annual Leave status report, job wise man-hour booking report & weekly MIS Report for management.

· Coordinating with PRO related employee visa status & arranging travel ticket to send them for visa change.

· Handling various expense reports for the employee, coordinating to other HR assistant for preparing the final settlement for terminated or resigned employees.

      Company


   : Ali AL Ahmmed Trading Est..Saudi Arabia
       Position
                 : Store Keeper Cum Sales Administrator
       Period
                 : August 2005 to November 2006.

      Company functionality       : Supplying Lubricant and sealant & other materials to      



                 various Rig, Technical Manpower supplying Company   

                                                to Saudi Aramco .

       Duties & responsibilities: 

· Handling all type of sales or trading related Correspondences.

· Making quotation request both for local (Saudi) and Foreign Principal Suppliers.

· Making cost analysis for submitting quotation to our local and Foreign Client, Like Saudi Aramco,Sabic(Hadeed,Safo,Sadaf,JUPC), For Al-Khafji Joint Operation(Kuwait).

· Co ordination with in-house sales representatives regarding their weekly sales status.

· Over all having good knowledge on sales & trading.

· Handled all the clerical activities like: attending telephone calls, doing filing, preparing monthly time sheet for dept employee, Making weekly report, Attending in minutes of meeting of department heads, taking care all the administrative office equipments such as copy machine, computer, fax machine, & ordering all types of stationary item required for the department.

            Company

   : Saudi Aramco, Dhahran,K.S.A.


        (Through supplier Segia Gulf Gen.Cont.)

           Position
     : Admin. Clerk /Filing Clerk/ Transportation Dispatcher
   Period
          : November 2001 to August 2005

    Duties & responsibilities:

· Prepare various letters, forms, reports & presentations. Letters are some time dictated and sometimes self-composed. Forms are prepared when required. Reports are usually consolidated from information provided by those reporting to the Division Head.

· Perform other administrative duties for personnel Dept. such as timekeeping, Training coordinator, Maintaining & Processing Aramco Employee profile and their Expense Report in SAP System, weekly highlighted, Monthly highlighted, Morning Report summary, updating daily Rig Detail for drilling & workover dept. and other duties required by the Division Head. 

· Maintaining & update filing system and records including files of confidential nature. 

· Maintaining office supplies and initiate requisitions. Supervise lower classified employee as required.

· Keep database current, by updating information regularly to track communication equipment & material movement within various Saudi Aramco organizations.

· Receives, verifies and facilitate proper safekeeping of material delivered to the Rigs.

· Taking care for Rig employee Transportation in their weekly Schedule Days off

· Knowledge of Saudi Aramco IR Manual, Techniques in the area of specialty.

· Handle administrative duties and perform other staff related and analytical duties as required.

· Exchanges routine information in an appropriate manner.

· Structural plan Approval of High Speed Crafts and Light Crafts.

· Longitudinal strength calculations. 

· Stability analysis and Inclining Experiment calculations related to Approvals of Stability Booklets.

· Type Approval of materials, anchors.

      Company


 : CMIT COMPUTER INSTITUTE, Mumbai,India

      Position
                : Computer Instructor cum Executive Assistant

      Period
                : December 2000 to October 2001.

      Company functionality     : Computer Institute      

  Duties & responsibilities: 

· Teaching the Various Software Programming Language Like


                   C, C++, Java, JavaScript and all packages require for web- 
                    

                                        designing.

· Prepare Presentation.

· Developing Project (Book Library & Form Library) in

                                             MS- ACCESS.

· Prepare SOP, Covering Letter, Recommendation Letter, Educational Background Form etc.

· Copying & Installing CD’s.

· Operates office equipment such as photocopier, fax machine, and calculator; coordinates the servicing of equipment.

· Other Miscellaneous Work.                                                       

      Company


 : A.N.IMPEX, Mumbai,India

      Position
                : Computer Operator cum Admin Assit.

      Period
                : January 2000 to November 2000

      Company functionality     : Expert, Import & Stock Market Agent

Duties & responsibilities:

· Provides secretarial support to faculty and administrative staff, including appointments, correspondence, manuscripts, grant proposals, data compilation, and filing.

· Prepare Presentation.

· Maintain outgoing & incoming books.

· Sending & Receiving of E-mails.

· Web Searching

· Prepare & issuing of offers letters.

· Protect confidential information by preventing unauthorized release, both verbal and/or writing.

· Perform other related duties as assigned

      Company


  : RAJASTHAN ALUMINIUM, Mumbai,India

       Position
                 : Computer Operator

      Period
                : April 1998 to October 1999

      Company functionality     : Largest Aluminum dealer in Mumbai

                                                 Branch of D.C.Metal Crop.           

Duties & responsibilities:

· Data Feeding 

· Prepare / updating of various documentation status.

· Preparing Challan bill, Invoices and Weekly inventory report.

· Sending & Receiving of E-mails.

· Prepare & issuing of offers letters..

Achievements:

· Achieve good ideas and knowledge both in administrative and Technical field 

     (like, Document controller, Technical Clerk, Project co-coordinator) and able to    

      make my abilities to work in better position comparatively from my present        

      position based on my qualification & experience. 

Personal Details:

   Date of birth          - 4th June 1975
   Marital status
- Married.

   Nationality

- Indian.

   Language Known   - Hindi, English &, Arabic Basic 

Declaration:
I hereby declare that all the above-mentioned information are true and are to the best of my knowledge.

