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CONTACT ME AT

Place  : Al Ain, UAE

Mail : +971504753686

Anu-404376@2freemail.com 

SKILLS SUMMERY

Maintained store facilities to ensure smooth functioning – Made arrangements and placed orders for new stock and supplies whenever necessary.

Responsible for upkeep of various appropriate records of materials received.

Received deliveries of new equipment and ensured that all the supplies were in proper order – Stored the supplies and items received in their designated place to avoid time wasted searching for items and general confusion.

Issued supplies as per the demand of the clients and maintained records of payments.

Maintained the budget of all the expenditures incurred and presented same to store managers. Reported to store [image: image5.png]Arabian Job Seeker
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manager on a regular basis regarding the need/demand of items so that the future orders could be placed accordingly.

Monitored the functioning of store equipment and reported problems and failures to the supervisor

CERTIFICATION RECEIVED

Employee of the month

SHOWING EMPATHY


ANNU

STORE KEEPER / ADMIN ASSISTANT

PERSONALPROFILE

Dedicated administrative assistant with years of experience managing large and small offices. I have worked with numerous branches, including payroll and human resources, which allows me to facilitate an efficient workflow and improve communications between multiple departments. Expert-level proficiency with Microsoft Office and PeopleSoft. Senior executives consistently rely on me to maintain schedules, oversee meetings, and improve customer relations.

WORK EXPERIENCE

Mojar bear India ltd - Greater Noida (2012 - 2014)

Store keeper Since 2-year progressive experience as a store keeper with Mojar Bear India Ltd, India

Multiplex Services (2014 - Present)

Office Assistant

Sheikh Zayed Desert Learning Center, Al Ain Zoo, UAE

EDUCATIONAL
HISTORY

Bachelor of Commerce 2012 Chaudhary

Charan Singh University in India Higher secondary in 2008

Secondary School Leaving Certificate

HOBBIES
&
INTEREST
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Avid reader and host of a bimonthly book club. Enjoy learning to cook unique meals from a variety of international cuisines. Active in local Professional men’s Support Group. Volunteer at library teaching seminars on Microsoft Office for beginners.
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PASSPORT DETAILS

Passport Number: L9279816

Passport Issue: GHAZIABAD, INDIA

Date of Expire: 19-05-2024
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