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To: PERSONAL MANAGER

Human Resource Department

Dear Sir / Madam,

I am writing to express my interest in applying for a possible employment opportunity in your prestigious company. Please consider me as an applicant for any possible position. I believe that I posses the qualification, experience and enthusiasm that you are looking for my resume is attached for your review.

In addition to my resume, I would like to mention that I have been employed in this company over two year and for the past two years that has drawn on my customer service, home furnishing/ interior design and  IT Experience through the standard and concept of the brand, management skills and professionalism. I also have a background in home appliances, communication, and Computer skills.

I am currently employed as a Logistics & Operation Administration Coordinator in (Jawad Business Group) .I starded my career as a sales advisor.I am sure that I can contribute to your growth and I would appreciate to share my knowledge to help your company meets its goals.

If after reviewing my experience, background and qualification, you would like to discuss this matter with me further details, I can be reached anytime of the day at your convenience at the number listed on my curriculum vitae enclosed. I look forward to hearing from you. 

Summary

· Over 4 years of experience in various functional areas like Home appliances, Communication, & furniture at various organizations both in Srilanka and overseas in wholesale & retail.

· A well organized, Computer literate, Cost effective and highly motivated individual with the ability to work independently as a manager to managing the position.

· A Significant Contributor to management in providing sales support by creating value proposition to Customers, resourceful in identifying new business opportunities and closing potential business deals.

Personal Strength:
· Product Selling.

· Service & sales Techniques.

· Customer care and complaint Handling.

· Stock distribution and inventory system.

· People management and Team Building.

· Leadership Skills with the ability to motivate.

· Communication and interpersonal skills.

  Current Employment 

Present working in Jawad Business Group Qatar, Join as a Sales Advisor Bois & Chiffons on July 2008, was a promoted as a Logistic & Operation Admin Coordinator Jawad Business Group Hi-Fashion Division & Home Appliances in Qatar. 

(Jawad Business Group) QATAR 

Duration

: JUL - 2009 to Since

Designation

: Logistic & Operation Administration Coordinator
Location

: Jawad Business Group (QATAR)

Job Title:

Logistics & Operation Admin Coordinator – Hi-Fashion Division & Home Appliances, Qatar
Reporting to:

Logistics Manager & Operations Manager

Key Interface:

Coordination Teams
· Local Freight Forwarders & Customs & Clearing agents

· Store Managers & Store Teams

· Brand Manager

· Merchandisers

· Distribution Center

· Internal & External Audit Departments

· Regional Operations

· Regional Finance & Accounts

· Information Technology

· Back office & Inventory  Teams

· New Projects

· Insurance company

· International Freight forwarders

Scope of the Role

To ensure that stock management in all stores of Qatar is up to required company standards.  Liaise with all stock related parameters, DC Dubai, Local Freight & International Freight forwarders, Shipping Mangers & Ops mangers.  Act as main point of contact for logistics and also as Stock Controller for Qatar.

Key Objectives:

· To co-ordinate all incoming and outgoing deliveries and ensure that there is a smooth logistic 

         Operations in Qatar for stocks.                           

· Identify alternative methods that could bring in further efficiencies & cost reduction compared to the                   

        Existing System.

· Meet and improve upon agreed Business and warehouse level KPI’s.

· Performing duties of a Inventory & Stock Controller in Qatar.

· Visiting stores at regular intervals check & report for stock movement procedure carried out by the    

        Stores.

Accountability's and Responsibilities:
1. Coordinate the logistic functions in Qatar.

· Daily shipment Tracking and updates.

· Report monthly volume statistics to Shipping manager & head of logistics Hi-Fashion and provide suggestions to improve the supply chain. 

· Weekly shipment status updates to Brand managers\merchandisers\Regional Operation & logistics divisions.

· Ensuring that all goods are delivered within the agreed time frames in Qatar to all stores & Malls.

· Monitor all transit shipments and follows up deliveries with the freight forwarders.

· Follow-up with All Stores & DC’s and send intake registers & GRN’s for delivery’s receipts from suppliers.

· Ensuring proper Freight alerts & shipment Invoices are sent and all team members are copied.

· Coordinate with the projects team on timely follow of equipments for store opening or renovations.
· Prepare export documents as when required by the business.

· Maintaining proper filing system on communication done to freight forwarders\ In-house Operations.

· Ensure that internal stock transfers are managed on time using our internal transportation system.

· Documentation control should be maintained properly to avoid any Stock loss issues.

· Co-ordinate with local ministry for any approvals to clear shipments from customs authorities..

· Ensure to co-ordinate with projects and shipping for smooth delivery of equipments for existing and new stores.

· Prepare local freight\customs payments and send to finance for payment.

· Reports short landing\damages to insurance companies arrange survey if required & obtain AWB\Receipts of entry or shippers invoice to raise claims.

· Report shipment discrepancies to Regional Operation.

  Measures of Success:
· Status on collecting Store intakes.
· Feedback from the Shipping dept.
· Feedback from Store Managers Brand Managers / Merchandisers /Regional Operation/ Finance 

2. Act as a Stock Controller and provide training support to all store teams

· Control scanners issuing and storage in Qatar and ensure proper availability of scanners to all stores in Qatar

· To plan and organize stock take processes in Qatar.

· To ensure that stock take preparations are done properly and also ensure that proper communication is made between stores and back office.

· Conducting the stock inventory every six months by brand store wise.

· To ensure that all stores are following proper documentation control and also re-conciliation is done by all stores due to Cut-off Document Activities, SMR & Operation Clearance.

· Coordinating Store Feed backs & Stock Inventory Results with Store Managers, Regional Operation & Back Office Inventory Teams.

· Investigating Store Variance Detail Reports with Store Mangers & Store Teams.

· To train store teams on Stock take process and also on stock receiving procedures and extend support on new store openings.

· To provide documentation and liaison support for all export stocks bound to all GCC countries.      
 Measures of Success:
· Feedback from Store managers, Regional Operation and Logistic teams including back office.
· Feedback from the DC’s

· Feedback from Brand Managers / Merchandisers / Finance 

      3. Stockroom Standards in line with Company Retail Standards
· Ensure that all stock rooms are properly utilized and laid out.

· Faulty stock are properly disposed Conducts with Regional Operation & Finance as per Company Policies.

· Ensure that all stockrooms are properly labeled and meeting safety standards of local specifications.

· Guide and support stores on replenishment models where applicable.

  Measures of Success:

· Visit feedback by Regional Operation, Head of logistics and Senior Managers.
· Feedback from the brand managers.
Job Title:

Operations Administrator - Qatar
Reporting to:

Operations Manager
Key Interface:

Operations Management team

All Fashion Division employees 

Senior Management team (Fashion and JBG)

External Business Contacts / Suppliers (As required)

Receptionist / Office co-ordinator (Coaching and day to day guidance)

Projects Team

PRO Department (Support and guidance)

Scope of the role:

A predominantly office based role focused upon supporting the Operations team and Qatar based stores in relation to all administration.  A key interface between the stores and the Qatar Fashion Office regarding all operations issues.  Acts as a first point of contact for all IT related issues and assists the Qatar IT team to respond to the priorities.  Co-ordinates operations activities across the operations team on behalf of the Operations Manager – Qatar.
Key Objectives:

· Co-ordinates all operations based communication to stores / Customers, ensuring it is clear and effective at all times

· Complete all administrative activities to support the stores to operate efficiently.
· Key interface between the stores and the IT / PRO department.
· Responds to store ad hoc queries.
· Coaches and trains the Receptionist / Office Co-ordinator.
Accountability’s & Responsibilities:

       1.  Ensuring  you deliver outstanding internal and external customer service 

· Respond to telephone calls in an efficient, customer focused and professional manner at all times.
· Check and respond to emails in a professional solution oriented manner.
· Accountable for ensuring all SMS messages to our customers prior to promotions / sale events are implemented as per requests from the Brand Manager.
· Support Receptionist to source accommodation, car rental and travel costs and conduct regular competitive shops to ensure we secure the best rates according to the Company expenses policy.
       2.  Providing an efficient support service for all Qatar Fashion stores

· Print sale lists / cards and ensure the required permits are distributed to the stores within the set time constraints.
· Raising Local Purchase Orders for all store related purchases and submit to Line Manager for approval and ensure payments are processed efficiently.
· Prepare and issue employee uniform vouchers (twice per year)

· Ordering and allocating uniforms to each member of staff within the Fashion Division.
· Copying and distributing all music CD’s for the Qatar Stores. 

· Provide ad hoc support / deputise for the PRO department / Receptionist (as required)

· Manage the maintenance co-ordinator to ensure all store queries are resolved swiftly.
· Prepare the store survival kit for all new stores and ensure the store manager receives it in advance of the store opening with the required explanation regarding its contents from a member of the Operations team.
· Photocopy monthly Profit and Loss accounts and distribute to the relevant Fashion Division Managers.
· Co-ordinate the contributions from all stores based within Qatar which should be submitted to head office for inclusion into Team Talk.
· Co-ordinate a weekly review meeting with the IT department to ensure the priorities in store are clearly focused upon and forthcoming issues are resolved.

       3.  Ensure accurate records are maintained for all stores
· Monitor telephone bill and office expenses spend for each store and highlight exceptions to the relevant Brand Manager and circulate to stores on a monthly basis.

· Co-ordinate and summarise all monthly incentive claims according to the company incentive policy and submit to Finance (payroll) for processing.  Exceptions approved by the GM (TBC)

       4.  Supporting the Operations / Qatar Fashion Management team 
· Source and communicate relevant events from the Qatar events calendar to members of the Senior Management to ensure Jawad representation and attendance.
· Provide ad hoc support in connection with typing letters, memo’s etc for Senior managers.(as required)

· Compile the minutes from the weekly trading meeting and distribute to relevant parties.
      5.  Supporting the HR team PRO department

· Maintain accurate personnel files for the Fashion Division employees based within the Qatar.
· Maintain accurate records of staffing within each store based in the Qatar and communicate this to BM / DM / GM and HR. 

· Ensure approved recruitment request forms and personal action forms are processed centrally and stored on the personnel files.
· Initiate the visa application process for all new employees, ensuring the tracking spreadsheet used in conjunction with the PRO department is accurate at all times.

· Proactively identify issues arising throughout the visa application process for new employees and resolve these in conjunction with the PRO department through weekly update meetings.

· Ensure staffs receive their contract of employment.
· Maintain accurate records regarding staff leave and ensure the necessary forms are completed.
· Ensure accurate processing of transfer, promotion, leaver details in connection with all employees and through liaison with HR.
· Make sure to get the exits done along with their final settlements.

· Getting new recruits on board, with all their medical certificates and police clearance.

· Processing their Offer letters.

        6. Your Personal style and approach.
· Read all business communications and cascade relevant information to the team.

· Build effective relationships with stores \ Head office\Freight forwarders and encourages team to do the same.

· Shares ideas and best practice regionally and Assist Distribution center & brands.

· Maintains a well groomed / pleasant personal appearance at all times.

· Agrees deadlines for work e.g. new launches, sale, and promotions, Ministry permits & store Openings.

· Plans and prioritizes work and time in line with immediate and future business needs.

· Monitors and reviews achievement of planned work/objectives.

· Shows flexibility by re-planning and prioritizing when required.

· Maximizes the use of all resources to reduce cost.

· Effectively communicates any changes delivery schedule to DC, BM’s, and Regional Operation & DM’s.

·  Communicates information in a timely manner.

· Always maintains a professional and positive approach & attitude with all the departments.

· Always maintains a professional and positive communication approach & attitude with all the inter departments Suppliers & freight forwarders.

· Strives to continually achieve high levels of internal service & external service.

Bois & Chiffons (Jawad Business group) QATAR 
Duration

: JUL - 2008 to JUL-2009

Designation

: Sales advisor
Location

: CITY CENTER (QATAR)

Job Title:

Customer Sales Advisor / Sales Assitant – Hi-Fashion Division & Home Appliances, Qatar
Reporting to:

Senior Sales Assistant / Assistant Store Manger

Key Interface:

Coordination Teams
· Customers

· Team Colleagues

· IT

· Store Manger

· Supervisor

· Operations

· Cash Accountants

· Store Visitors

· Gust from Pricipal Brands

Scope of the Role

A Store based that is focused upon consistenly delivering the customer service proposition and driving sales.

Key Objectives:

· Consistently delivers excellent customer service.  

· Focused upon delivering the Brand / Jawad retail standards and store level KPI’s
· Proactively supports other members of the store management and team   
Accountability's and Responsibilities:
3. Ensuring you deliver outstanding customer service.
· Acknowledge, welcome and greet all customers in a warm and friendly manner.
· Able to identify when a customer needs help and adjusts service style to suit the needs and requirements of each customer.
· Always considers the customer first in everything they do even when other tasks are being completed.
· Build strong and effective relationships with customers in order to deliver exceptional service (and develop an extensive loyal customer database).

· Provide the same level of service to customers using the telephone as they receive in store.
· Be aware of in store promotions and communicate these clearly to any customers.
· Offer assistance by suggesting a choice of outfits and alternatives to suit the occasion / requirements.
· Deliver all the steps for providing great customer service during the till point process.

· Fully understand Airmiles, be able to assist customers in completing applications and proactively request for the card during the till point process (UAE stores only)
· Know, understand and deliver the Jawad refund or exchange policy.

· Thank customers when they leave and encourage them to return to the store.

· Fully understand the brand values and ethos and communicates this effectively to the customer.
·     Responsible for stock ordering from different suppler through manager.

·     Maintain store standard & visual merchandising & room interior design through the concept of the brand.

·     Assist client of their new house by choosing correct merchandise as per there budget, size of villas.

·     Giving training of new merchandise to staff and carpenter.

·     Communicate  & Maintain with shipping department,

·     Customer Care & Complaint handling.

·     Maintain store report and provide effective sales team.

·     Monitor and conduct safety / security awareness.

·    Time management measures for effective utilization of manpower.

·   Responsible for cash flow activates and controlling the administration expenses.
 Measures of Success:
· Effort indicators are achieved.
· Sales.
· Mystery Shopping results (TBC).
· Customer feedback.
· Contribution to expanding the Customer database (or Airmiles applications within UAE – excluding mango)
· Knowledge regarding Airmile
2.
Ensuring your product is available at all times for your customer.

· Ensure stock deliveries are swiftly processed and presented on the sales floor according to Brand / Visual guidelines
· Adhere to stock room best practice guidelines at all times.
· To be able to clearly highlight the features and benefits of all products to customers including technical terms, fabrics, sizes, care labels, country of origin etc.
· Ensure store is fully replenished at all times.
· Identify any replenishment issues for best sellers and highlight these to your Manager / Supervisor.
· Recognise slow selling lines and highlight these to your Manager / Supervisor.
Measures of Success:
· Contribution to sales and stock management
· Replenishment levels within store
· Visitor feedback. 

       3.  Making sure your store is a great place for your customers to shop.

· Ensure that all stock rooms are properly utilized and laid out.

· Faulty stock are properly disposed Conducts with Regional Operation & Finance as per Company Policies.

· Ensure that all stockrooms are properly labeled and meeting safety standards of local specifications.

· Guide and support stores on replenishment models where applicable.

· Aware of visual standards / brand expectations and consistently delivers this in store.
· Maintain the highest Retail Standards on the sales floor at all times.
· Assists with completing daily floor walk (using relevant checklists)
· Be alert to avoid stock loss or theft incidents within store.
· Adhere to all Health and Safety procedures.

  Measures of Success:

· ATV
· Sales
· Customer / Manager feedback
· VM checklist results
Increasing store profit contribution to the origination through increasing sales, controlling costs, developing good customer and employee relations, building an effective sales team, store standard and planning for activates while providing admin support for the staff and reports to management.

· Responsible for stock ordering from different suppler through manager.

· Maintain store standard & visual merchandising & room interior design through the concept of the brand.

· Assist client of their new house by choosing correct merchandise as per there budget, size of villas.

· Giving training of new merchandise to staff and carpenter.

· Communicate  & Maintain with shipping department,

· Customer Care & Complaint handling.

· Maintain store report and provide effective sales team.

· Monitor and conduct safety / security awareness.

· Time management measures for effective utilization of manpower.

· Responsible for cash flow activates and controlling the administration expenses.
2.  ST’ANTHONY’S CONSOLITED – SRILANKA

Duration

:  Jan 2007 – May 2008

Designation

: INVENTORY CONTROLER
Location

: SRILANKA

Accountability's & Responsibilities:

· Manage daily operations at the Company.

· Personal administration on training and development.

· Analyzing and querying the customer service.

· Coordinating with ware housing to update the stocks.
· Handling Cash & Banking.

· Stock maintains and promotions.

· Forecasting sales budget to reduce the company shrinkage.

3.  ST’ANTHONY’S CONSOLITED (PVT) LTD 

Duration

: Jan 2005 – Dec 2006

Designation

: IT ASSISTANT
Location

: SRILANKA.

Accountability's & Responsibilities:

· Handling the problems related with computer hardware & software.

· Daily back up submitted to H/O.

· Managing the software system and daily procedures.

· Effective the every networking computer checking.

· Organizing the system control.

· Checking the every daily basis the server room control.

· Motivating, the Internet & E-mails checking on daily basis.

· Maintaining the data Inventory Control.

                                                                         Educational Qualifications 
· GENERAL CERTIFICATE OF EDUCATION – ORDINARY LEVEL  - 2001- (St’Anthony’s  College, Kandy)
· GENERAL CERTIFICATE OF EDUCATION – ADVANCE LEVEL – 2004 – (St’Anthony’s  College, Kandy) 
· (ACCOUNTING, BUSINESS STUDIES, ECONOMIC)
· Diploma in Computer (DC)  & Diploma in English (DE)
    Certifications
· Diploma in Information Technology - ICS-Sri Lanka.

· Diploma in English – LBS – London Business School – Sri Lanka.

  Personal Details 
Date of Birth

: 25TH OF SEPTEMBER 1985.
Marital Status

: SINGLE.

Nationality

: SRI LANKAN.

Languages

: English, Tamil, Hindi & Arabic.

DECLARATION:
I hereby declare that the above information's are given is true to the best of my knowledge

