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NOEL							


E-mail : � HYPERLINK "mailto:noel.180629@2freemail.com" �noel.180629@2freemail.com� 








CAREER OBJECTIVE


To commit and provide my acquired multilayer skills in Human Resource & Administrative Support Services, Managerial skills & Customer Service in an efficient and effective manner hence becoming a valuable employee to the company.


KEY COMPETENCIES


Able to handle priorities and assigned tasks


Able to work with supervision and work under pressure


Ability to learn new things and apply it affirmatively


Capable of working effectively and efficiently


Ability to work independently and adapt to change


Able to accept new improvements to tasks or assignments given


Dedicated and a focused individual


Consistent performance despite facing odd situations


Gathered valuable knowledge at every stage of professional life


Hardworking , Fast Learner & Enthusiastic


Can execute a task within the optimal time


PROFESSIONAL EXPERIENCE-U.A.E 


Lootah Group Of Companies L.L.C, Ajman , U.A.E.   From 21-02 2017 TO 10-05-2017


Worked  as  Store Manager  with key responsibilities:


Coordinate with Factory Manager and prepare issue material necessary as and when for production


Inventory of stock in  hand, Stock indenting, inspection of quality & quantity.


 El Alfy Marble & Granites, Sharjah , U.A.E.         From 05-05 2014 TO 20-09-2016 Worked  as  Store Manager  with key responsibilities:


Coordinate with Factory Manager and prepare issue material necessary as and when for production.


Inventory of stock in  hand, Stock indenting, inspection of quality & quantity to match the freight documents, receiving, storing, tagging and tracking.


Maintaining a minimum stock level so as to avoid interruption in production.


Local & international purchase  performed so as to match the quantity & quality  as per sample  to match the existing project.


Leather Crafts L.L.C, Sharjah, U.A.E                                From 15-02-2012 to 15-03-2014


Worked  as  Production  Manager  with key responsibilities





Coordinate with management and prepare production schedule on priority basis.


Executing production with opening a  job order with brief description.


Inventory of stock of Leather  in hand, Stock indenting, inspection on quality & quantity to match the freight documents, receiving, storing, tagging and tracking.


Maintaining a minimum stock level so as to avoid interruption in production.


On executing bulk emergency orders in short notice periods, preparing special indent.


Maintaining a computerized inventory control system, ensure entries while receiving and supply raw materials required for production.


Preparing Daily Production Report to management & QC done to ensure quality to company standards











�


Graduate in English Literature with commerce, accounts and computer background. I am   confident that my caliber, skills, talents and experience can contribute success to your good selves business. I have work experience as Production Manager, Store Management, Control Room Operator (CCTV), Silo Operator.


Personal Details 


Gender	           : Male


Date of birth  :27th December 1975


Nationality     :  Indian	


Marital Status:  Married





Passport –Visa Status


Place of Issue	: Trivandrum


Date of Issue	:  31-01-2017


Date of Expiry	:  30-01-2027


Visa Status	:  Visit Visa


License  Details


License Type	:Light Vehichle


Type Of Gear	: Automatic


Date of Issue	: 10-05-2016


Date of Expiry	: 09-05-2026


Place of Issue	: Sharjah, U.A.E


Language  skills.


Written and verbal skill in English. 


Written and verbal skill in Hindi. 


Written and verbal skill in Malayalam


Verbal skill in Arabic.


Verbal skill in Tamil 





























Educational Qualification


Matriculation ,I.C.S.E.            1982-1992


Indian Certificate of Secondary Education Infant Jesus Anglo-Indian Boy’s High School, Tangasseri, Kollam, Kerala, India.


Delhi Board of Education Council


New Delhi, India.


Pre University                         1992 - 1994


Pre University Course,


Fatima Mata National College,


Kollam, Kerala, India


Kerala University,


Trivandrum, Kerala, India.





University Degree                   1994 - 1997


Bachelor of Arts, English Literature,


Fatima Mata National College,


Kollam, Kerala, India


Kerala University,


Trivandrum, Kerala, India.





Post-Graduate, PGDCA,       1999 - 2000


Post Graduation Diploma in Computer Applications, F.M.N.I.C.T., Kollam


I.C.S-Indian Computer Society


Kottayam, Kerala, India.





DTP,                                         2001 - 2002


C-DIT, Center for Development Information Technology,


 Chalakudy. Kerala, India


Tally Graduate                       2000 – 2001


Tally Graduate 		No : 987008697                            


Tally eis 5.4, G3 Educational Services


Kollam. Kerala, India


AUTO CAD, Civil- 2D,3D  2010 - 2011


 NIIT, Kollam, Kerala, India





Skills


Proficiency in Microsoft Office Applications; MS Word, MS Excel, MS PowerPoint and Outlook Express


Internet Knowledge and Basic Troubleshooting Steps


Planning and Scheduling of tasks


Written Communication


Excellent interpersonal skills, office etiquette and phone manners.


Strong organization and analytical skills.


45 wpm Typing Speed














Grain Silos Flour Mills Organization, G.S.F.M.O , Jeddah, K.S.A. 


Worked as Silo Operator in Silo Department         From 31-Aug 2008 to 21-Aug 2010


Controlling the operations of chain conveyors, belt conveyors, bucket elevetors and other related machineries required for  wheat receiving from ships,Jeddah port  to the Silo bins & wheat transferring from Silo bins to the milling sections and to other plants in K.S.A ( Riyadh Plant, Madinah Plant, …………).


Storage of wheat received in the Silo bins  & transferred  on First In First Out basis, First ship received will be transferred first out which would otherwise lead to the stock of wheat damage.


Preparing Stock Report , Wheat Receiving Report & Wheat Transfer Report


Checking the machineries at regular intervals for unusual sound which can be a threat if  unattended  may obstruct  daily wheat receiving & wheat transfer


In case of machinery failure, locate the fault as electrical or mechanical, then prepare job orders for the concerned departments for maintenance.





Emirates Palace , Abu Dhabi, U.A.E.           From 07-Oct 2005 to 08-Oct 2007  Worked as Closed Circuit Camera Operator ( C.C.T.V ) .    


Monitoring more than 300  Static, Pan & Tilt cameras  done on 24 hrs basis 


Tilting & Zooming the cameras as and where necessary for , Accidents in the      premises, Helicopter arrival and departure & other Necessary Events.


Following the guest with the camera on the move from the helicopter  to the car  travelling to the destination inside the Emirates Palace.


Monitoring especially the pool areas & at the beach areas for guests violating the safety limits.


Recording of the cameras done on a  24 hrs basis & Review done as and when necessity arises


PROFESSIONAL EXPERIENCE-INDIA


METRO NUTS, Kollam.     		        From 01-June2017 to 30-Oct 2018        


Worked as Office Administrator.





M.A.M Hardware Trad. Pvt. LTD, Kollam.      From 01-Sep 2010 to 31-Sep 2011        


Worked as Sales/Data Entry Operator.





Kunnumkulam Stationaries ,  Kollam.             From 01-Nov 2007 to 30-Jul 2008


Worked as Sales/Data Entry Operator.





First Flight Courriers L.T.D , Kollam,         .From 22-Jan 2004 to 27-Apr 2004


Worked as Operations Executive.





Divine Retreat Centre,  , Muringoor, India. From 01-May 2002 to 30-Jun 2003


Worked as Administration Assistant.





St. John’s Central School , Anchal, India.  From 01-OCt 2000 to 31-Oct 2001


Worked as Computer Instructer.





Top Floor Pvt. Ltd, Kollam, India.              From 01-Nov 1997 to 30-Aug 2000


Worked as  Administration Assistant.


DECLARATION





I  Noel do hereby declare that the above mentioned details regarding me are true to the best of my knowledge


NOEL				 














