RESUME                                                   

Chandra 

                                STORE  KEEPER




Chandra [B.A] - Graduate in Arts from Kakatiya University, Warangal and A.P, INDIA.

OBJECTIVE: To be associated with progressive and Professional Organization with challenging and responsible opportunity to utilize my strength and skills.

PROFESSIONAL: Over 8+ Years of experience in Store Keeper in UAE.
EDUCATION
:
· (B.A) Bachelor of Arts-- Kakatiya University, Warangal, India in April 1995.
· (CEC) Certificate in Commerce -- Board of Intermediate Education (Pre-Degree) Andhra Pradesh, India. (+2) in April 1992
	Computer Proficiency 

Software Expertise

Ms-Office

Ms- Outlook


	Software Familiarity

ERP

SAP

MS-Access

Adobe Photoshop CS




AREA OF EXPERIENCE

Above my Store Keeper responsibility, I am responsible for the methods and practices used in receiving, storing, and issuing materials, supplies and equipment used in the Hotel industry; methods of taking inventories and maintaining inventory records; the tools, materials and equipment used in utility construction and maintenance work; units of weights and measures; use of common hand and power tools and material handling methods. Skill in: Making mathematical computations, some of which involve fractions and decimals, with speed and accuracy; maintaining clerical supply records. Operating a computer and using various software.

ROLES AND RESPONSIBILITIES:  

MATERIAL RECEIVING:

1. Receives all incoming shipments; verifies and inspects for conformity to appropriate purchase orders. Notifies and/or delivers received items to addressee.

2. Receives, classifies, and credits returned or reclaimed materials, supplies, and equipment and replaces them in stock according to an existing storage system.

3. Unpacks materials, supplies, tools, and equipment; verifies articles received against packing list and purchase orders; counts or weighs the articles; stores articles in prescribed bins, racks, shelves, and floor or yard sites.

4. Inspects incoming materials for wear, damage, or defects; reports any discrepancies or damage in materials received; notifies the proper person if repairs or adjustments are required. 

5. Processes receiving and delivery for inventory and non-inventory items purchased by satellite warehouses.

MATERIAL ISSUE:

6. Issues articles upon requisition; may use hand tools to cut stock to size prior to issue.

7. Stages most materials, supplies and equipment for crews.

8. Assembles materials from requisition forms; loads and unloads equipment and supplies from trucks; loads docks and runways. 

9. May determine material requirements from general item descriptions or from construction drawings or specifications, may contact vendors to determine availability of parts and equipment.

MATERIAL (RE)STOCKING:

10. Accepts and returns to stock all materials, supplies and equipment returned upon completion of jobs. 

11. Conducts a weekly accounting of uniforms. 

12. Inventories stock as scheduled or required; posts and maintains records of stock received and issued; notifies superiors when supplies are getting low. 

13. Coordinates with Accounting and participates in the annual physical inventory process.

MATERIAL ORDERING:
14. Writes up purchase requisitions to maintain adequate inventory of materials and supplies and initiates special orders for materials and parts for special jobs.

15. Generates re-order of inventory supplies and materials via electronic ordering system of JDE. 

16. Co-ordinates with Engineering Department regarding materials for planned jobs. Works with Accounting Section concerning discrepancies in deliveries and to identify and anticipate problems regarding a transaction on a purchase or delivery.

17. Coordinates with Purchasing Section on materials relating to purchases, inventory, and non-inventory items according to ACWD specifications and standards.

MATERIAL CONTROL: 

18. Performs the clerical checking of new stores as they are being received; may work outdoors or away from the supply yard i.e., may deliver parts to crews or other District facilities. 

19. Performs clerical duties associated with storekeeping function.

20. Prepares form records and obtains necessary signatures for stock issued.

21. Labels items for storage as required; assists in filing receiving reports and requisitions.

22. Maintains the stock area, warehouse, and other work areas in a clean and orderly condition.

23. Ensures the security of equipment and supplies kept in storage areas by locking up the equipment as needed.

24. Processes the return of materials to vendors or materials to be scrapped or junked.  

25. Solves difficult problems such as tracing purchase documents or partial shipments.

26. Operates an computer system to access, input, and change inventory data and related in formation; applies code numbers to materials and equipment from existing code system. 

27. Enters all stock withdrawals (issues) of materials into the Districts computerized inventory system.

EMPLOYMENT RECORD   :

April 2013 to  October 2014
Worked in Abu Dhabi National Hotels Compass ME LLC, Abu Dhabi (UAE)  as Senior Store        Keeper and Purchaser.

March 2007 to June 2012
Worked in Abu Dhabi National Hotels Compass ME LLC, Abu Dhabi (UAE)  as Senior Store        Keeper and Purchaser.
	PERSONAL PROFILE:

Age & Date of Birth
	          : 44 Years, 13.08.1973

	Gender
	: Male 

	Passport expiry
	: 31.08.2024

	Languages known
	: English, Hindi, Malayalam & Telugu

	Religion
	: Hindu

	
	



Chandra
	CONTACT : C/o 971503718643, Chandra.378148@2freemail.com 
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