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	Objective: Seeking to handle increasing responsibilities and challenging assignments to harness my technical skills and knowledge and maximize my expertise and potential for organization’s corporate growth.


	Highlights: Skilled at organizing complex projects, defining projects priorities and delegating task. Self-starting , goal oriented strategist whose confidence, perseverance and vision promote success. Self-motivated and assertive , Major strengths in planning , problem solving and Excellent Communication , Interpersonal and organizational skills.




	Educational Qualification:



	Bachelor of .Commerce (BCOM).
	II Class
	1983
	Mumbai University (Anjuman College of Commerce & Economics.



	Technical Summary:


	Operating Systems


	:
	Windows 95, Windows 98.& 2000 professional

	Short term Course

	:
	MS-WORD,EXCEL,(Pivot Table, Charts, ) Tally Software 5.4 , 7.2 / 9 Ver.
CCNA From ACIT Institute / Unix Fundamentals , Pragati Software.


	Logistics and Supply Chain Management and  L/C Documentation.


	:
	ZABEEL INSTITUTE. (Dubai)


WORK EXPERIENCE :
Current Position: Stores & Logistics Officer
Company :    
Al  Jaber Energy Services LLC    (Al Jaber Group of Companies ) –  Abu Dhabi 






   
 

Project :    
Al Raha Garden Consisting of 1380 Residential Villas (Phase 1 +Phase 2 +Phase 3)

Project :   
Al Falah Community Development Project Consisting of 2080 Villa)

                 
(Starting of the Project to End of the Project)

Duration  :  May  2006  – Till Date  

Job Profile :

1. Processing Purchase Requisition & Preparing Inquiry Statement for material required by Project Engineers / Procurement through Purchase Requisition.

2. Preparing MAR (Material Approval Request ) for Client approval with relevant documents such as Project Spec , Shop Drawing , and other technical documents.

3. Preparing EMSR (Expediting Material Status Report through help of JDE ERP.

& Closing the delivery of Outstanding Material.

4. Preparing RFQ (Request for Quotation)

5. Coordination with Central Procurement  for Preparing local Purchase order (L.P.O) with all Terms & Conditions & as per Technical literature/Specification./ BOM/BOQ.

6. Preparing comparison statement for Product required as per Evaluation Report received from Site. by site from different Suppliers.  

7. Assisting Accounts Payable with Invoices Discrepancies.

8. Preparing MIS for the Competitive Price of the Products..

9. Preparing Letter of Intent with full details , Quotations and Offer Letter .  

10. Verified terms of credit such as amount , insurance coverage and shipping conditions to determine compliance with established standards

11. Lisioning work regarding , appointing of Agents, Checking Lowest Quotation regarding Freight& negotiating with Transporters..

12.  Preparing requisition & coordinating with Suppliers, Exporters.

13. Preparing Purchase Register in TALLY 9 ERP  & updating the records.

14. Tracking of Purchase Request , Service Agreement , Work Service Orders ,Fixed Assets  Equipmental Rental and Subcontractor Details.

Company : Bainoonah Building & Contg Enterprises (, Sohar, Sultanate of Oman)                    

Duration  :  2001 to  May  2004

Position   : Purchase  Administrator

1. Preparing Procurement Request & Assisting Project Engineer for all kinds of goods Purchased.

2. Preparing Quotation  as per Indents for various suppliers. 

3. Preparing Comparison Statement .

4. Independently handling books of account in Tally 5.4 Version.

5. Monitor Outstanding Due from Customer (Receivable) 

6. Preparing Aging vise statement of Sundry Debtors & Passing Provision for Doubtful Debts as per their limits

Company : Tulip IT Services LTD.,  (Mumbai)

Duration  :  2004 to  April 2006

Position   :  Asset Executive (Material  Coordinator)  .

Job Profile :

1. Keeping track of  IT Assets all over India region wise

2. Maintaining Stock Register in Tally 7.2 Version

3. Feeding all Journal Entries pertaining to Material in to Computer

4. Arranging Dispatching of Material through third party Logistics.

5. Coordinating with Sales Team for Requirement of material

6. Coordinating with Procurement Department for stock updation

7. Coordinating with Accounts Department for Purchases/Inventory.

8. Keeping Track of different Warehouses  stock & report to HO.

9. Preparing MIS Statement towards Fast moving Goods/Slow moving/Non Moving Goods.

10. Coordinating with Supplier & follow up of material 

11. Checked Deliveries of Material as per LPO & approval sheet

12. Reporting to Material Manager for damaged/breakage/shortages/excess any deterioration.

Company :  Zodiac Group of Company, Mumbai, India 

Duration  :  1998-July 2000 

Position   : Assist Accountant  

Job Profile :

1. Data entry of all Vouchers pertaining to Accounts entry such as cash book, Bank Book , Purchase register , sales register, Day Book   under Tally 5.4 Version.
2. Preparing Debit Note & Credit Note Register.
3. Preparing Cash Flow & Fund Flow Statement
4. Preparing Books of Accounts such as Cash Book ,. Bank Book , Purchase Regiser , Sales Register , Debit Note & Credit Note  &Journal Entries  Up to Finalization.
5. Assisting CA & Auditor team  during Annual & Statutory Audit.& solving the querries with them.
PIS- Personal Information Sheet
	Name
	Riyaz


	Date of Birth
	01-09-1965
	Nationality
	Indian



	Present Position
	Stores & Logistics Officer

	Degree
	Bachelor of Commerce

	Years of Experience
	10 Years

	Nationality
	Indian

	Present salary
	5000 + Perks

	Salary Expectation
	6000 + Perks

	Finished 2 Years with present Company
	YES

	Visa Status (if Visit Visa , kindly specify date of Expiration
	RESIDENTIAL VISA

	BAN ISSUE
	NO



