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Career Objective:
To obtain a challenging and rewarding career that will utilize and expand my proven abilities as well as offer continued opportunities for growth and advancement.

Professional Expertise:

In total, I have an experience of 19 years in the field of administration and supervising skills.
Areas of Expertise:
· Complete self-starter who takes accountability for new challenges.

· Hands on experience in administration.
· Fluent in English & Arabic language and ability to self-correspond independently.
· Possesses excellent interpersonal skills and leadership qualities and has a knack of convincing people.

· The ability to lead and motivate a team 
· Good telephone etiquette and can manage people well.

· Well-disciplined with proven ability to manage multiple tasks efficiently and meet scheduled deadline.
Professional Experience:
Tariq Al-Ghanim Ltd., Al Ahmadi, Kuwait
· Worked as a Supervisor & Store-keeper; managing the location in the catering company for 6 years and 5 months - March, 2011 to till August, 2017.

Job Functionality:
Store-Keeper Related:

· Plan, Organize and Control operation in a professional manner ensuring prompt, efficient and quality service as per the contractual specifications and in line with the instructions of the superiors.

· Ensure that functional heads are informed about obligations in their given areas of activities.

· Inspect all areas of operations regularly to its standard and procedures.

· At store keeping, ensure proper receiving of goods from suppliers. 
· Review daily requisitions to control excess or shortage of stocks.

· Monitor stock level and stock rotation and ensure compliance with given targets and objectives. 
· Ensure stock is properly maintained and inspect spoilage and damage.

· Develop and maintain good working relationship.

QHSE (Quality Health Safety Environment) Related:

· Checking temperature while receiving, Storage, Storage temperature, Stock turnover, and also follow FIFO and FEFO procedure.
· Ensure all work is carried out with the Quality, Health Safety and Environment System (QHSE).

· Conduct daily inspections of all working areas and maintain possible standards of hygiene.

· Ensure staff training and keep records of all training.

· Ensure proper usage and handling of training manuals and material.

H.R Related:

· Prepare duty roaster of staff and proper allocation of duties to control overtime.

· Ensure staffs are well trained for their respective positions and awareness of their duties and responsibilities.

· Ensure all staffs are medically fit and inspect on personal hygiene, cleanliness of uniforms, Civil IDs and proper identification of badges.
· Maintain the monthly payroll and benefits for the staffs.
· Monitor staffing level regularly. Prepare vacation and replacement plan.

Finance Related:

· Control food, non-food and payroll cost and operate within budgeted targets.
· Keep an account of all the assets of the company.
· Prepare all financial reporting documents, i.e. Credit Journal, Cash Journal, Management control, Physical Inventory, Statistics of Consumption, and Petty cash Vouchers.

Maintenance Related:

· Keep and maintain record of company supplied equipments, update equipment list, request for repair or replacement as and when required.

· Ensure smooth running of LMS (Location Management System) through maintenance of Computer and data input/output control and proper usage of computer equipments.

Girnar Drug Distributors, Belgaum, India
· Worked as an Executive in the Administrative department for 9 years in a Pharmaceutical company - Feb 2002 till January 2011.

Job Functionality:
· Receive orders from customers and place orders to pharmaceutical companies on the same.

· File management of important documents of the companies.

· Maintain the duty roaster of the staffs.

· Ensure the billing and payments of the stocks.
· Ensure the stock checking is done periodically.

· Note and eliminate the expired drugs.

· Indent the fresh stock based on requirement.

Kasbekar Metgud Centre (IVF Centre), Belgaum, India
· Worked as an Accountant in the Accounts department for 3 years and 4 months in the IVF Centre - September 1998 till January 2002.

Job Functionality:
· Maintaining the financial reporting documents for the centre.

· Prepare Credit Journal, Cash Journal, Statistics and Petty Cash Vouchers.
PERSONAL DETAILS:

Educational Qualifications:

	Qualification
	Institution
	Board
	Year of Passing

	

	B. Com
	Gogte College of Commerce
	Karnataka
	April-97

	Higher Secondary
	Gogte College of Commerce
	Belgaum
	March-93

	Secondary
	St. Paul’s High School
	Belgaum 
	March-91


Other Qualification:

· Diploma in Computer Applications – Microsoft Word, Excel, PowerPoint

· English Typewriting
Nationality: 




Indian

Marital Status: 



Married
Religion: 




Roman Catholic

Date of Birth: 



14th November, 1974
Linguistic Abilities: 
English, Arabic, Hindi, Marathi, Tamil, Kannada and Konkani
Visa Status:
Visit Visa – 30th November, 2017
