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DIWAS 
E-mail Address: diwas.369427@2freemail.com 

Objective:
To obtain a position that would best fit my qualifications and further develop my talents & skills for continuous career improvement.

Work Experience:

· SECURITY GUARD  

24th August, 2014 - Till date.
Arkan Security Management Solutions, Dubai.
Job Description:
· To look after safety & security about people, property & premises.
· Cctv operator 
· Maintaining registers i.e. Daily log book, Visitors, Contractors, Key movement, Lost & found & Medical issue.

· Handling customer issues regarding lost & found items.

· Reporting incidents to supervisor & main control room.

· First aid issue. 

· Customer service.
· Handling fire panel.  
· Monitoring all the activities in the location.

· Patrolling all the area for finding any damage, abnormality and suspicious activity.
· Report updates to the supervisor, control room & reporting persons.

· CSA BOH EXECUTIVE

04th August, 2013 - 30th July, 2014.
Reliance Retail Ltd. Behalf of Team Lease Services Pvt. Ltd. India.

· WAREHOUSE ASSISTANT
12th June, 2012 - 28th July, 2013
Future Value Retail India Ltd. Behalf of Adecco India Pvt. Ltd. India.
Job Description:
· Worked as a warehouse assistant & handling total warehouse operation. 

· Material inward & outward in system through SAP.
· Make GRN, Scroll & DMS in SAP & submitted to commercial.

· Checking all the material physically & systematically & leveling Barcode on them. Finely pass them to floor.

· Proper stacking of stocks & general up keeping of the Warehouse.  

· Checking vendor Purchase order & checking their all product MRP if there any mismatch. 

· Maintaining all the necessary registers & documents for inward & outward.

· To ensure that all the NSM (Non Sale Merchandise) are properly in-warded and necessary consumption entries is passed in timely.
· Handling total warehouse team (2 persons) advises them & instructs them to finish the entire work in a minimum time. 

· Maintaining vendor schedule daily wise.

· In-warding material from Central Distributing Centre (CDC), Regional Distribution Centre (RDC) from all over India through STN.

· Return to DC & Return to Vendor through STN.

· Defective tracking & return to respective location as per SOP.

· Tracking short, excess & mismatch stocks & done as per SOP.
· Physical inventory quarterly.
· Credit Officer
24th feb, 2011-25th march, 2012

Bandhan Micro Finance Pvt. Ltd. India.
Job Description:
· Starting business in a new village

· Village identification within the radius

· Feasibility study of the village based on demographics, activities and financial needs of the customers

· Assist the MC-IC in making the village approval 

· Sourcing the business

· Identification of the customers and forming the joint liability groups

· Filling up the application form

· Verification of the residence and business of the customer

· KYC verification

· Pre-disbursement training

· Visiting potential customers in order to develop business

· Collection of KYC documents

· Loan documentation
· Preparing for collection sheet
· Collection of current dues

· Group-wise collection as per scheduled time by following the process

· Deposit the collection money in bank

· Cash book and ledger book entry

· Collection of over dues

· Follow up with the customers with updated data report of assigned portfolio

Skills And Capabilities:
· Ability to multi-task and be detailed oriented.

· Able to work well under pressure in a fast faced environment.

· Detailed oriented, excellent organizational skills and discretion with confidential information.

Professional Training:
· Warehouse training in India.

· Firefighting training by EMAAR HSE&S Team at Dubai Marina Mall/Dubai Mall.

· DPS training for Security Personal at Dubai Police Academy.

Educational Background:
· Completed B.COM from North Bengal University (N.B.U) in the year 2010.
· Passed Higher Secondary from West Bengal Council of Higher Secondary Education (W.B.C.H.S.E) in the year 2006.
· Passed Madhyamik Pariksha from West Bengal Board of Secondary Education (W.B.B.S.E) in the year 2004.
IT Skills:

· Having an experience in working with Ms office, Excel, Word, Power point.
· ERP :  SAP – Retail
Personal Details :

Date of Birth
:
25.02.1986


Nationality
:
Indian


Religion
:
Hindu


Sex
:
Male


Marital Status
:
Married


Visa Sponsor
:
Ejadah Asset Management Group



Visa Status
:
Employment


Curricular Activities
:
NCC (National Cadet Corps)
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