Curriculum Vitae


GULNAZ                          


Abu Dhabi, U.A.E.  
E-mail:  gulnaz.360889@2freemail.com         

Position Desired
:  Storekeeper 
Carrier Objective:


To seek challenging assignment and responsibility, with an opportunity for growth and career advancement as successful achievements.
Career History:

Having Four Years of Experience in local and abroad in the field of stores and office.
Responsibilities:

As a dedicated employee, I am involved in the following activities.

· Receiving all the materials as per Purchase Order with their specification. 

· Maintaining all the materials records / data in computer by using ERP i.e. Build Smart.
· Responsible for handling the stores in an organized & systematic manner. 
· Determining the material requirement before the stock last.
· Follow up with suppliers for the delivery of materials.
· Control and manage the responsibilities in line with the policies and procedures of   the company.
· Regulate all activities in main store and provide the exact figures on the inventory at any given period of time.

· Monitor Purchase Order and the relevant suppliers for the delivery of materials.
· Issuing the materials to site workers as per the site requirement
· Examine and inspect stock items of any defects, damage reporting to Seniors/Procurement department.
· Marking stock items using identification tags & labeling equipment for easy accessibility.

· Performing related duties & responsibilities as required.
Currently I am working in Emirati Housing Development 3000 Villas Project at Jabel Hafeet, Al Ain.
NPC LLC is member of Trojan Holding that provides Construction and MEP services throughout the GCC region
Major Project Handle
· Emirati Housing Development 3000 Villas Project at Jable Hafeet, Al Ain.

Skills
· Well versed with computer application and English language.
· Ability to work physically and mentally in demanding environments.
· Ability to work under pressure.
· Ability to work independently and with a team.
· Communication and interpersonal skills, strong analytical and problem solving.
Educational and Technical Attainment:

· Diploma of Associate Engineering (3 years) Degree in Electronics from Wah British Institute of  Technology, Affiliated with  Punjab Board of Technical Education (PBTE) Lahore ,Pakistan.
· Diploma of information Technology (1 year) in Computer from Welfare Computer Centre (WCC) Rawalpindi Wah Cantt PBTE, Pakistan.
· Secondary School Certificate from BISE Rawalpindi, Pakistan.

Personal Details

Date of Birth
: 
25 November 1989
Sex 

:
Male

Marital Status 
: 
Single
Nationality

:
Pakistani
Language Known
: 
English, Arabic and Urdu

Visa Status

: 
Employment Visa

Declaration

I certify that the above mentioned information are true and correct to the best of my knowledge. 

Yours faithfully,

Gulnaz
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