MIRZA 
MIRZA.367124@2freemail.com  

OBJECTIVE

To land in a position that offers the opportunity to best utilize my skills in different areas with utmost responsibility.

WORK EXPERIENCE 
M/s Hassan Mukthar & Brothers Trading Co LLC 
DUBAI, UAE

Commodities: Perfumes, Soaps, Hand Wash Liquid, Cosmetics

Working as a Logistic / Store In charge  
Period: April 2007 – March 2017
Job Responsibilities:-
· Administers the operations of a store. Receives, identifies and verifies merchandise. 
· Managing the day to day store functions in a systematic and professional approach, ensuring the optimum utilization of available resources. Proper allocation of the manpower to complete the task within the time limit.
· Provide proper feedback to the Internal Dept. (Sales, Purchase, Accounts &amp, Logistics) regarding the status of Material Delivery, Shipments, Supplier, Invoices, Receipts, GRN, etc.….

· Coordinating with all business process departments such as Finance, Sales, Logistics, Supplier, Subcontractors and Customers effectively.

· Maintains inventory. Uses inventory management software. Prepares purchase requisitions for the replacement of stock. 
· Maintain time sheet of Drivers / Workers

· Maintains files appropriate to the activities of the unit, such as invoices, order number, receiving date, shipping date, etc
· Is responsible for petty cash and makes cash deposits. Handling the petty cash amount to meet the urgent reasonable requirements of stores & amp, prepare the vouchers with the supporting documents. Communicate with others in order to receive information. 

· According to requirements and established procedures, arranges stock. In case of emergency or in order to replace outdated material, suggests substitutes available in the store. 
· Coordinates and arranges for the overseas deliveries of the containers by road in GCC.
· Liaising with all branch offices in UAE for processing of the invoices, also delivering the materials before time to all other branches in UAE.

· Northern Emirates & Al Ain deliveries are rooted from the Head Office under my supervision.

· Maintains equipment and instruments. Uses equipment necessary for the handling, shifting, or moving of material, such as a hand truck, forklift, hydraulic platform, etc. Uses office equipment such as a typewriter, computerized information system, calculator, photocopier, fax machine, etc. Ensures cleanliness of work areas. 
· Planning and arranging a systematic storage of materials.

· Maintain Inventory with no discrepancies

· Maintain stock & amp, Premises in a tidy and neat manner by implementing proper Housekeeping

· Make sure that the materials are issued on basis of Invoice.

· Arrange materials delivery as per the Delivery Order.

· Make sure that the Customers are receiving materials at the right spot with the correct quantities of right time

· Plan the delivery vehicles effectively to ensure the optimum utilization.

· Handles and documents storage and transportation of hazardous materials.

· Get the proper acknowledgment for the delivery of material and forward the documents to the Credit Dept. for payment follow up.

M/s. SOL GROUP L.L.C – DUBAI, UAE (DAFZA) 
Dubai Airport Free Zone

Worked as a PRO / Warehouse In-charge  

Period: 
From August 1st 2004 – To March 31st 2007

Commodities: Mobile Phones, Accessories & Electronic Toys 
Job Responsibilities:-

· Handling all the store work including transfer of goods, loading and offloading containers, managing the labors, drawing cash from the banks and giving it to the concerned people or places, depositing cheque, if required clearing of containers from Dubai Ports & Customs etc.

· Import & Export, packing, documents processing, checking the goods and returns, binning the items in their appropriate places.
· Stock checking & ordering for the requisite items

· Liaising with all branch offices in UAE
· Handling all the outdoor work including transfer of money from the banks, drawing cash from the banks and giving it to the concerned people or places, depositing cheques etc.

· Co-ordinate with the government departments when necessary

M/s HASSAN ABUL GROUP 
KUWAIT

Worked as a Store keeper  

Period: 
From April 25th 1999 – To June 30th 2004
Commodities: Sanitary, Ceramic & Kitchen Items
Job Responsibilities:-

· Stock checking

· Stock picking

· Inventory of the goods at regular time intervals

· Feeding the data of incoming and outgoing goods in the Electronic system in their data base

· Responsible of the delivery process by the labors to the Customers

· Maintaining the data base and regularly updating it

· Supervision of the Stores for different issues 

M/s MFI FURNITURE CO

DUBAI

Worked as a Store keeper  

Period: 
From April 1995 – To April 30th 1999

Commodities: Furniture & wooden decorative material

Job Responsibilities:-

· Stock checking

· Stock picking

· Inventory of the goods at regular time intervals

· Feeding the data of incoming and outgoing goods in the Electronic system in their data base

· Responsible of the delivery process by the labors to the Customers

· Maintaining the data base and regularly updating it

· Supervision of the Stores 
DISTINCT CAPABILITIES

· Hardworking, assertiveness, individual ability to handle challenges occurring in all scenarios.

· Not intimated by the unknown, however confident and the willingness to try different approaches and methods to accomplish the assigned task at hand considering time as an important factor.

· Using my valuable free time in constructive ways for enhancing the process.

PERSONAL INFORMATION

DATE OF BIRTH



:

19th August 1963

NATIONALITY



:

Indian

RELIGION



:

Islam

MARITAL STATUS 


:

Married

VISA STATUS



:

Employment (transferable)
LINGUISTIC ABILITY


:

English, Hindi, Urdu & Telugu 
DRIVING LICENSE


:

Valid UAE Driving License (2 wheeler & LMV)
Reference will be furnished upon request.
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