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Personal Profile
Dynamic, honest & reliable operation professional with 10+ Years of experience in operations support, coordination, facility management, logistics management and Warehouse management.

Work Experience

Operation Coordinator, GEMS New Millennium School Al khail Dubai (2013-Present)
· Ensure health, safety and hygiene requirements of facility and warehouse are fully met as per Dubai Municipality, Civil Defense and Dubai Health Authority Standards 
· Experience Admin Coordinator skill. 
· Extensive background in facility management department 
· Organization and planning skilled. 
· Being able to complete assigned works. 
· Knowledge in Procurement system. 
· Able to manage time and can work under pressure, determine work load and priorities. 
· With positive views towards work, workmates and Company 
· First Aid training completed from First Security Group. 
· Successfully completed American Heart Association CPR and AED course 
· English, Hindi and Malayalam speaking. 
· Excellent interpersonal and communication skill. 

2007 TO 2013 – Mark & Spencer, GAC Logistics Park. JABEL ALI
Worked as a Storekeeper & Logistics operation support.
Intake, sorting, scanning, Racking, Picking, Export, stock counting and stock clearance
· Responsible for receiving all products store them in organized manner. 
· Making schedules and oversee maintenance and up keeping of the store 
· Contact vendors and responsible for returning damaged goods to vendors 
· Inventory of products on shelves and storage unit 
· Maintain records of products 
	
	

	
	

	
	

	
	

	
	


Academic Qualification
Secondary school living certificate
COMPUTER SKILL
M S Office, Internet.
	Personal Details
	
	

	Name in full
	: Shilmon 

	Nationality
	: Indian

	Date of birth
	: 31/5/1974

	Languages
	: English, Malayalam, Tamil, Hindi

	Marital status
	:
	Married

	Reference
	:
	Available upon request.

	Work Experience
	: 10 Years


I am seeking a challenging and responsible position with a company, which can benefit from my operations experience, along with my management and organizational skills and in return offers me a genuine opportunity to develop my career successfully.
Yours Sincerely
SHILMON 
