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CURRICULUM – VITAE

SAIFUDDAULAH 
SAIFUDDAULAH.364677@2freemail.com  


APPLICATION FOR THE POST OF
    “ADMIN CLERK / STORE KEEPER”

OBJECTIVE
As a professional with more than 6 years of experience in stores, I wish to make a successful career in this field with my ability, will power, self confidence, and sincere devotion.

EDUCATIONAL QUALIFICATION:
· Bachelors of Commerce (B.Com) from V.B.U. in the year of 2013 .
· Passed Intermediate from W.B.C.H.S.E in the year of 2010 .
· Passed matriculation from  W.B.B.S.E in the year of 2008 .
ADDITIONAL QUALIFICATION:
· CERTIFICATE COURSE IN COMPUTER APPLICATION (CCA). MS WORD , 
MS EXCEL , MS POWERPOINT , MS DOS AND DTP. 
PERSONAL DETAILS

· Date of Birth



02/01/1992
· Gender



Male

· Nationality



Indian

· Religion



Islam

· Marital Status



Unmarried
· Languages



English, Hindi, Urdu And Bengali 

PROFESSIONAL EXPERIENCE:
ETIHAD AIRPPORT SERVICE CATERING, ABU DHABI, U.A.E  From july 2014 to till date as a “Store Keeper” .
· Maintained store facilities to ensure smooth functioning, made arrangements and placed orders for new stock and supplies whenever necessary. 

· Transferring the items to different sections as per the standard requirements.

· Preparing daily reports and reporting to supervisor.

· Making reports of the issued material on daily basis.

· Receives and stores documents and confidential files; maintains record of approved document and confidential file destruction. Ships cancelled and damaged items back to vendors as appropriate.

· Maintains the warehouse, records area and stores area in a neat and orderly manner. 

· Answers questions regarding procedures and resolves discrepancies regarding receipts, deliveries, warranties, repairs and surplus property. Trains and directs the work of student assistants.

· Responsibility of receiving goods 

· Responsibility for data input Receipts, Issues Transfer and Write off posting in the system.

· Updating the records in a computerized environment as well as in the register.

· Making reports of the issued material on daily basis.

· Daily posting all airlines items.
ROYAL CATERING SERVICES, Delhi, India March 2010 to Jan 2014 as a  “STORE KEEPER” .
· To place orders for all food and appropriate non-food items required for commercial activities with external suppliers, undertaking cost comparisons as appropriate.

· To supervise and check receipts of  all appropriate orders in line with college policy and appropriate legislation in force. This will include reconciliation h quality and quantity.

· To manage and distribute food and associated products for commercial activities.

· To be responsible for internal administration procedures including financial controls associated with the storekeeping function.

· To manage and be responsible for ongoing internal stock control of all commodities including completion of annual stocktaking.

· To be responsible for the labeling, storage and sale of  items for retail.

DECLARATION:
     I do hereby declare that the all statement made above are true to the best of my knowledge and belief looking forward to the favorable consideration and assuring my best service.
Thanking you 
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