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Fareed 

Email: fareed.383816@2freemail.com 
=================================================================
Career Objective:
To obtain a challenging and responsible position with in a company offering advance opportunities in which I will develop and actively utilize my acquired skills, abilities and knowledge in accordance with the latest technologies.
Experience:
· Work Experience         :
5+ Years. 
· Experience
           :
Retail Operations Coordinator
Technical Skills:
· Operating systems   :  Windows 7, Windows 2008, and Windows 2010.

· Typing speed/Skills   : 55 to 60 WPM and 8500 KPH, MS Excel (VLOOKUP & Pivot Table)
· Retail Audits              : Business Cycle Audit, IT Audit, CSA, Section Manager Audit, and Warehouse Audit

· Retail Applications   :   ARIBA (Inventory and procurement), JIRA Business Object, GIMA/GICA.

· Retail Store Skills      : POS Issues/Configure POS Equipment, CC and DD, Half Eft, Printer trouble shooting,  

                                       retail system scales (Avery Berkel), POS Offline Test, Weekly promotion report test.

Professional Experience:
1. Sears Retail Group (Head Quartered in USA)  as Operations Coordinator

(October 2017 to September 2018)

· Supplies the retail store with basic promotional and specialty product signing.

· Working daily with the applications and tools such as JIRA, RES (Thick and Thin Client in both Sears and Kmart), Offer Manager, IMA, TEFE, PRCM, and Pebble.

· Interacting daily with the Merchants and stake holders to understand their needs related to sign request and close the JIRA ticket.

· Daily comparing, and consolidating data by using formulas of excel (VLOOKUP, HLOOKUP, Pivot table, basic formulas)

· Extracting daily request forms sent by the Merchants and stake holders Creates and maintains mechanized sign files for downloading into stores signing system.

· Serves as the primary help desk for mechanized signing questions pertaining to businesses across both Kmart & Sears formats.

· Monitors the mechanized process to assure that signs reach the stores accurately and on time while keeping managers informed regarding specific signing issues.

· Having expert level support for specific applications, including problem solving for future and/or live issues reported by stores or business partners.

· Giving supports all retail stores with basic and promotional point of sale product signing. The primary activity provides for daily creation and maintenance of mechanized sign files for downloading into the stores signing system.

2. Carrefour Retail Group (Dammam & Al Hasa Store) as Business Cycle Manager & DOSI Manager  (Feb 2014 to August 2017)
         Handling Business Cycle:
· Making new orders every day and provide assistance to the commercial team
· Maintaining the track of order proposal on daily basis.

· Controlling the indicators to maintain decency in the supplier service level

· Create list of GIMA users every month and send to head office for correction

· Provide complete support for the inventory on weekly, monthly and quarterly for the commercial team to meet the final result.

· Provide training on daily basis to the commercial team on the modules  such as Business cycle, price accuracy, data base cleaning, Labeling survey, assortment zero stock

· Conduct monthly section manager audit for all the departments and update the audit score in the Key point indicator(KPI)

· Take a tour of the store every morning before opening to ensure that all the price checkers, cash line and half EFT are connected properly and under working condition
Major Responsibilities:
· To ensure the effective management of all retail staff and volunteers and to ensure adequate staffing levels throughout the business.
· Look after the JIRA tickets on the daily basis which are assigned in designated bucket and close on the priority basis
· To give support to staff so they have the opportunity to develop their skills in the role and to achieve growth in sales.

· To ensure that all performance issues, and other issues within the store, are addressed in an appropriate and timely manner.

· To uphold the reputation of Carrefour Hypermarket by maintaining high personal standards and projecting a warm, appreciative and welcoming attitude towards customers, and staff.

· To manage the warehouse operation.

· To develop corporate policy driving display, merchandising, pricing and grading whilst observing high street and retail trends.

· To monitor stock in each section, ensuring there are adequate supplies. To identify methods of stock generation in conjunction with the Store Manager, and to respond to stock concerns where relevant.

· To collate information and other statistical reports on store’s progress, or action planning as required, ensuring timely and accurate reporting of all aspects of administration, following up issues of discrepancies as required.

· To take responsibility to ensure the awareness and understanding of the retail Health and Safety and the Equality by Labor Law KSA.

· To instigate and implement new policies and working practices in conjunction with DH’s and Store Manager to undertake responsibility for ad-hoc initiatives, as and where appropriate. 

· To ensure the safety and security of people, stock, cash and property, implementing effective administration, EPOS, procedures and security systems throughout the store in accordance with Carrefour guidelines.
· Daily update the purge orders and resend to the receiving team to upload control list.
· Provide training on daily basis to the commercial team on the modules  such as Business cycle,  price accuracy, data base cleaning, Labeling survey, assortment zero stock, BC Order pool, returns to supplier, Reducing the out of stock, warehouse organization, and IT security awareness.
· Responsible for managing backups and tape rotation
· Daily prepare the top 50 reports and send to the commercial team for follow up.
· Reporting faults and maintaining logs on servers, and desktops
· Completing internal user moves including phones
· Ensure all logs for equipment and users are maintained
Other Responsibilities:
·  Prepare documents, meeting materials and correspondence

·  Perform basic administrative support duties as required to meet specific operational objectives

·  Perform miscellaneous job-related duties as assigned by country IT manager
· Work extra hours to meet deadlines, as required and where reasonable

·  Provide assistance as required to the country IT manager
·  Provide assistance and support to colleagues in IT-related matters

·  Ensure that a high level of customer service and support is provided to all internal and external customers
Special Requirements:

· Adhere to company protocol as laid out in the Company Handbook

·  Additional responsibilities as requested by the country IT manager
· Perform monthly audits for the commercial team, IT, and Business Cycle to ensure targets are met for the all the departments without fail.
Achievements:
· Achieved best staff of the month award in July and August.
· Successfully achieved 2nd position consecutive 3 times among 12 stores from our region.
2. REAL PAGE INDIA PRIVATE LIMITED (Head quarter in US).

  Email Support Executive (From September 17, 2012 to Jan 2014)
Job Responsibilities:
· Setup desktop computers and peripherals and test network connections. 
· Install and test desktop software applications and internet browsers. 
· Test computers to ensure proper functioning of computer systems. 
· Train end users on usage of computer hardware and software. 
· Develop and manage effective professional working relationships with contractor personnel, co-workers and clients.
· Escalate issues in accordance to Contact Center guidelines, as necessary.

· Consistently maintain departmental standards for quality.

· Multi-task using multiple applications.

· Consistently used to sit at work station for long periods of time.
Educational Qualification:
· Graduate from Amina institute of Technology in 2011 from JNTU.
· Board of intermediate from Gauthami junior college, 2007.
· Matriculation from Tagore’s high school in 2005.
Strengths:
· Strong customer service skills, ability to communicate empathy and confidence in email correspondence.
· Flexibility to work various required night and holiday shifts.
· Ability of good problem solving skills.
·  Able to work in any kind of environment globally.
Personal Profile:
Date of birth
:
5th, January, 1989
Gender
:
Male Marital Status
:
Married Nationality
:
Indian

Languages Known
:
English, Urdu, and Hindi.

Declaration:
I hereby  declare that the  information  and  facts  furnished   above  are  true  to the best of my knowledge  and belief
