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	CURRICULAM VITAE
LIYAKATH 
Mobile: 971501685421
E-mail: liyakath.377562@2freemail.com 


	CAREER OBJECTIVE 


Looking for a challenging career in the corporate world, in the fields of professionalism and to associate myself with an organization, which provides me an extensive growth for my work and consideration for my qualification.
	EDUCATION QUALIFICATION


Bachelor of Science
	TECHNICAL QUALIFICATION


Operating System 

:
Windows:  98 / 2000 / XP 8/ Window 7
Office Documents

:
Internet Browsing, MS-Word, MS-Excel, 
MS-Power Point, MS –Access 
	WORK EXPERIENCE 


Worked at DATCO as a  STORE KEEPER (K.S.A) from 2002-2017.
Job profile:
· Responsible to receive the materials from the Suppliers as per Purchase Order including Civil, Electrical and Telecom Materials.
· Responsible to Sort out the materials Site wise and dispatch the materials to concern person.
· Responsible to make the Inventory and monthly Report.
· Responsible to make the Issue Voucher and make entry in computer and manually record.
· Responsible to Purchase locally in case of emergency and fabrication materials.
· Good communication skills throughout inter department
· Handling all duties such as documentation, filling and e-mail, correspondence to various organization and department.
· Handling appointment and arranging meetings for the Dept. Manager.
· Registering the incoming and outgoing documents for controlling their tractability and filing
· Handling all type of office routine jobs.
· Assisting with Manager routine queries and with professional manner.
· Responsible for attending telephone calls
· Responsible for typing of Quotation, Inquries. 
· Preparing request for quotation and purchase orders, maintaining ledger books of accounts payable and receivable
· Responsible for receiving and sending faxes, e-mail.
· Check for proper information on supply requisition including signature.
· Maintain and update all records
· Maintain files according to company’s international standards. 
· Responsible to check all sales invoice, credit note of a dealers and material receiving report as per stock report
· Responsible to receive the materials from the Suppliers as per Purchase Order including Civil and Electrical Materials.
· Responsible to Sort out the materials Site wise and dispatch the materials to concern person.
· Coordinate with all engineers, supervisors & technicians
· Assist for all technical submittals &pre qualification documents
· Prepare Trip Forms for engineers & technicians
SOFTWARE:   Creating Documents & Reports in Word & Excel.
Good knowledge of computer and typing.
	APPLICATIONS KNOWN


Typing speed 45W/m, M.S Office 98- 2003
	LANGUAGES KNOWN


English and Arabic (speak)
	PERSONAL DETAILS


Nationality

: Indian
Religion

: Islam
Sex


: Male
Marital Status

: Married
License

: Valid Driving License (K.S.A)
DECLARATION:

I hereby declare that the above write particular are true to the best of my Knowledge and believe.
Date:
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