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Objective:  Pursue a position in a reputed organization that will draw upon my skills and experience with opportunities for career advancement.

Professional Highlights:
· 3 Year Diploma in Warehouse management

· Web Engineering 
· Oracle 8i, Developer 2000
· Type Writing (English) Higher
· Windows XP, MS Office 2007 & Photoshop, Power point, Coral Draw
· Doing MBA in “LOGISTICS AND SUPPLY CHAIN MANAGEMENT”
Academic Qualifications: 

· DPCS(Data Preparation and Computer Software) – I.T.C (NCVT Certificate)-1 year 

· Bachelor Degree in Commerce
2013 OCTOBER – 2014 MAY
Material Control Specialist

Reputed Firm,

Afghanistan
Being working as a Material Control Specialist, I used to do the role of  SHIPPING CO-ORDINATOR. My duties include,

Sending items to other fobs by air cargo as well as road ways by trucks.
According to the Back Order,  in DYNMRO collect and segregate items from containers for different fobs.

Packing and palletizing items and placed on respective lines in the respective shipping area.
After finished packing, need to stick labels with the respective fob details on whole items.

Process the details into Dynmro and print DA FORM 1348, 1149, Manifest of the respective items.

Send the shipping documents ( DA FORM 1348, 1149,  Manifest and package photos)  to respective fobs as well as flight authorities for the flight manifest.

Reminding the customers to send back the PODs within 24 hours after  they received  items.

Keep copies of the shipping documents into separate files for documentations.

Close the file of the send items to other fobs, only after make sure that the PODs received accordingly.
Make sure about sending PODs to other fobs  within 24 hours of  received items.

Make sure  to keep the BACK ORDER LEVEL at the zero or minimum level.

Provide services in flight line for sending packages through CARGO FLIGHT as well as PASSENGERS FLIGHT.

Give ground guidance to forklift driver to download  materials from DYN AIR as well as uploading materials.
Receiving the materials from flight line to warehouse and place it in the receiving area.
Submit the TMR for the flat bed for the movement of materials from material warehouse to flight line and vice versa.

Submit the TMR for the truck to sending materials to other fobs.

Make sure that the uploaded items in the specified container is stored neatly and professional way.

At the time of any hazmat item sending, make sure that the items are properly packed and stored in the container and attached with MSDS.

Make sure that all the items sending through LMR is properly “block and braced”.

Make sure that all necessary documents are enclosed and sealed in the respective container.
Make sure that the photos of  “stored items inside the container”, “enclosed documents package”, “sealed container”, “truck driver’s photo along with LMR PAPER”,
and front and back side of the container with the driver” are need to be prepare for the PRE ALERT  DOCUMENTS.
Sending PRE-ALERT DOCUMENTS to the respective fobs as well as transport authorities for reminding them about the departure of the truck from the material warehouse.

Perform office duties such as maintaining files, and doing office correspondence through email , scanning and printing necessary documents and filing etc.
Effectively present information and respond to questions from customers through email as well as telephone.
Perform other duties as assigned.

 Ability

· Coordinate, monitor, and control the movement of personnel, equipment, and cargo by air, road, or water.
· Prepare transportation movement documents and related forms for type of shipments and modes of travel to include follow-up or response to tracker actions.
· Document and inventory freight, cargo, and material shipments of all types in accordance with established standards.
· Skills and knowledge in ground transportation networks, freight forwarding, and distribution administration.
· Skill and knowledge in preparing Defense Transportation Systems reports, quality control, and traffic management functions.
· Ability of material management.
· Ability of store management.
· Ability of Warehouse management.

2011 July – 2013 October
Senior Warehouseman
Reputed Firm, 

Afghanistan
Duties and Responsibilities:

· Supervise and perform warehouse inventory activities including ‘physically and electronically’.
· Provide guidance and assistance in receiving and shipping materials to supported sites.

· Guide co-workers by giving proper instructions and teach them when needed.

· Supervise warehouse workflow and training in regards to warehouse procedures and processes.
· Assist in coordination of upload and download of materials.

· Supervise and coordinate utilization of warehouse equipment.
· Conduct inventory bin location surveys and perform inventory cycle count
· Prepare inventory reports, manage inventory system and perform data entry.
· Perform work by keeping OSHA standards.

· Comply with the instructions giving by Supervisor.


Inventory Control:


Perform 2.5 percentage of inventory of materials in the warehouse in every week by manually or electronically of 45,000 lines of materials.
If there is any discrepancy found in the inventory of materials, need to report it to the supervisor for inventory adjustments.

Perform location survey of the materials in the warehouse in every week to make sure the accuracy of the stock.
Produce timely report to ensure that critical areas of stock system are controlled & discrepancy addressed and resolved.
Make sure that the hazmat items are not out dated (date expired).
Inspect materials in their storage locations to ensure that the sensitive items are not deteriorated/damage for the purposes of issue.
Relocation of materials/stocks received, to their respective locations.
Manage control measure to ensure that mistakes & inaccuracies are highlighted and corrected.
Implement improvement process & systems to have better inventory control.
Perform other duties and responsibilities assigned.

Materials control: 
According to the TMR, materials are checked, scrutinize, palletized and separated for stock and issue and report if there is any damages found.

By the time bound of 72 hours to receive the items when down loaded it from trucks, split the task to co-workers and make different teams for easy check of TMR.
Any damaged items found at the time of checking with the TMR, prepare ROD statement for them.
Print DA Form 1348 for newly received and issued items and attaches each copy with items.
Help warehousemen to store the received materials to respective containers and locations.
Help co-workers to place the items for issue, in issue line.
Arrange the items in containers in proper manner and ‘date wise’. Adopt the procedure “first come, first out”.

Assist and guide warehousemen for upload and download items from trucks.

Print location labels, barcode labels for the materials stored in the Conexus.
Coordinate the issue and shipping of materials.

Prepare materials for issue or shipment by arranging in pallet by wrapping and placed it in issue line or shipping line.
Ensure safe and secure operation of the warehouse in accordance with company standards.
Report discrepancies and/or damage to supervisor.
Examine stored materials and reports deterioration and damage.
Issues and distributes office supplies.
At the time of emergencies , or time bound work such as work on “slow moving containers” as well as ‘LOTD’ items, make different teams of warehouseman and dividing jobs accordingly.
Worked on frustrated items and if found any items which is same as in the existing location in the containers, do the ‘turn in’ of that item to the respective location.  

Relocation of materials in Conexus if necessary and print new labels and barcode for that item.
Perform location survey on weakly wises and if any discrepancy found report it to supervisor.
If the same item found on different Conexus do the process “consolidation” of those items physically and also in DYNMRO.
Perform other duties as assigned.
Other Duties

Every morning, need to read safety topics in the safety meeting and explains it to subordinates.

Ensure safe and secure operation of the warehouse in accordance with OHS standards.
Supervise a team of  50-65 warehouse staff in the day today operations, ensure the warehouse and its equipment is maintained and kept in a safe, clean and presentable state and make sure that any problems or required improvements are identified and reported. 
Make sure that the items in the hazmat Conexus are getting proper ventilation.

Make sure that the hazmat area is properly cleaned and whole hazmat items are covered.

Make sure that  hazmat Conexus are properly cleaned and arranged by professional manner.
Separate combustible liquids and flammable liquids in different storage locations.
Supervises preparation of material control and accounting input for data processing and reviews output documents.
Direct personnel in performance of warehousing, inventory, supply and daily work flow instructions.
Implements and manages an effective customer service program.
Prepare  reports on materials, supplies and equipment availability, storage space, and relocation of material.
Experience in dealing with asset management, warehouse processes, and distribution administration are required.

Handle multiple tasks simultaneously and resolve problems as they occur.
Appreciate co-workers for their successfully completion of tasks and try to improve their self-confidence.

Lead co-workers for their time bound work task and guide them in proper way.
Build up the team spirit among the workers.
Maintain the list of peoples working in warehouse for do the “police call” in every evening by turn.

Make sure every items in the yard, are properly covered so that it cannot ruined or damage by dust, wind, rain.
Make separate location for ‘fair wear and tear’ items as well as frustrated items.

Drive forklift 10k, 9k, 8k and 6k and give ground guidance to the forklift operators when needed.

Perform other duties when assigned


2006 October to 2011 February
Senior Supply Associate
TSC (Training Support Center)
CSA LTD (US Army Base, Camp Arifjan)
 Kuwait.
Duties & Responsibilities: 

· Maintain Material Safety Data Sheets. 

· Maintain supply inventory levels by notify supervisor if replacement needs and checking shelves.
· Keeps the stock of materials neat and clean.
· Receive orders and store supplies in supply room or warehouse.

· Review of incoming order forms for proper coding, quantities that are requested and authorized approvals, initiate requests for vendor corrections, inspection and verifying of supplies received against invoice and packing slip.

· Locate stock and deliver of requested items to authorized department.

· Issue materials to Army units by checking and verifying their unit names and customer names in TSC’s account list. 

· Prepare DA FORM 3161 for issuing materials to customers.

· Ensure positive report and customer satisfaction reports from each army units.

· Ensure proper care and maintenance of equipment and supplies.

· While returning the supply items by the army units, make sure that all the items are turned back by thorough checking of each items.

· If any items found missing, or damaged, prepare DA FORM 2407.

· Responsibility of reply for routine questions related to office, division, customers’ accounts files by mail and telephones or in person.

· Preparation of documents using mandated computer programs, MS-Word and MS-Excel.

· Preparation of accounts of each army units and make sure the accounts updated when needs.

· Prepare and keeps files for each army units for their transactions.

· Prepare weekly report as well as monthly report and send to supervisor

· Preparation of preprint change forms.

· Perform all other office works.

Customer Service personnel:

While working as a Senior Supply Associate in TSC, I used to do customer service in TSC also. My duties are include,
· Attending customers both military as well as civilians.

· Take orders from them and explain them the procedures and rules of CSA as well as TSC.
· Explain them how to open an account in TSC for submission of work orders, by using DA Form 1687.

· Help them to filling up the work order and place the order..

· After getting work order papers, enter whole details into computer.

· Make sure that all the work orders are get approved from branch manager.

· Enter work orders into separate work log book by manually.
· Prepare weekly report as well as monthly report and send it to supervisor, as well as branch manager in time.

· Coordinate works in the supply division.
· Take initiative to finish the priority works in bounded time period.

· Being the Senior Supply Associate, reduced the work load of supply people by giving flexible time for them to complete the work order from the customers.

· Along with this did all other office works.

2005 July to 2006 October

Stock Clerk

TSC (Training Support Center)
CSA LTD (US Army base, Camp Buehring), Kuwait.

Duties & Responsibilities: 

· Issued, received, repaired and serviced M16, M49 Blank Firing Adapters (BFA).
· Test MILES 2000 Individual Weapon System (IWS) ready for issue.

· Attended MILES 2000 MGSS and M1 tank installation training class. 

· Regular checking and verifying of torso, and helmets for military training.

· Unserviceable MILES equipment turned in to Raytheon maintenance shop for repair.  

· Performed a variety of supply and warehouse functions that is visually inspect, inventory, issue, receive, stock and sort of equipments by condition code, serviceable/unserviceable. 
· Loading and unloading of materials by using forklifts and do cross checking and inventory.
· Take the inventory for Helmets and torsos, hazmat items, office supply items etc.

· Take the inventory of different types of woods which are kept in the warehouse for carpentry usage and helps while supply to them.
· Kept equipment’s to appropriate storage locations.

· Used stencils for making locations or appropriate archives.

· Used Multimeter and other diagnostics/test equipments. 

· Maintained Preventive Maintenance checks and service (PMCS) for forklifts every day before start the machine. 
· Operated forklift 4K, 6K, 8K, 9K, 10K ,Gater 2 pass, NTV 2-9 pass
· Did all other office works when assigned.
December 2003 to June 2005

Graphics Designer
Sindhu Valley, Kerala, India.

Duties & Responsibilities:  

· Created a corporate logo package that included brochures and letterheads.

· Discussed with clients to obtain a clear perception of their requirements.
· Determining size and arrangement of illustrative material and copy, selecting style and size of type, and arranging layouts based upon available space, knowledge of layout principles, and aesthetic design concepts.

· Design and create print material for special events.

· Design and create print material for several organizations such as: Kerala film society, Kerala educational foundation, Kerala health organisation etc.
·  Prepare the assembly of final layouts for printing, and review and approve art materials.
· Making magazine layouts, corporate logos, business cards, CD covers etc.

· Making banners and do lamination on demands.

· Responsible for the coordination and production of a variety of graphics products and services.

September 2000 to November 2003

Administrative Clerk

Wipro Finance, Kerala, India

Duties & Responsibilities:
· Provide a full range of reception services.

· Respond to requests for information from the public and employees by answering the phone, greeting the public, mailing program information, and making referrals.

· Update files, and maintain a variety of records such as addresses, telephone numbers, vacation schedules, attendance and timesheets, numerical logs, ledgers, and client files.

· Entered whole details of customers into computers as well as keep separate files for each customer.

· Type and produce reports and correspondence utilizing Ms-Word, Ms-Excel, and other business software.

· Perform complex data entry tasks for which there is a moderate variation of formats and procedures and with general instructions for coding and entering data.

· Assist prospective clients by explaining steps of payment, interest rate, duration of installments, procedures, benefits, services etc
· Compiled and maintained records of business transactions and office activities of establishment, performing variety of following and similar clerical duties and utilizing knowledge of systems or procedures: copied data and compiled records and reports.
· Computed wages, taxes, premiums, commissions, and payments.
· Received, counted, and paid out cash.
· Prepared, issued, and sent out receipts, bills, policies, invoices, statements, and checks.
· Operated office machines, such as printers, typewriter, calculator, Xerox machines, and fax.
· Prepared payroll; separate files for each customer; filing, and operated computer terminal to input and retrieve data.
1997 August to 2000 September

Store Keeper

Muthoot Automobiles, Ernakulam, India.

Duties & Responsibilities:

· Receiving consignments from our principals, cross checking with invoice and keeping them in the respective locations.

· Mark stock items using identification tags, stamps, electric marking tools, or other labeling equipment.
· Pack and unpack items to be stocked on shelves in stockrooms, warehouses, or storage yards.
· Distributing the spares and consumables to the service outlet and retail counters as per request.

· Verifying the stock and giving purchase request to the purchase department for procuring materials per movement of the same.

· Keep records on the use and damage of stock or stock handling equipment.
· Examine and inspect stock items for wear or defects, reporting any damage to supervisors.
· Preparing the register for all receipts and issue of materials and tallying with the physical stock.

· Prepare and maintain records and reports of inventories, price lists, shortages, shipments, expenditures, and goods used or issued.

· Coordinating the work of stores.

              I worked in Afghanistan  from 30th July 2011 to 03rd May 2014. In this period of work i got 3 appreciation certificates from our department. I got one appreciation certificated from Project Manager "James A. Kessler". 
While worked in CSA, Kuwait I got 12 appreciation certificates from different army units such as “332nd Transportation Terminal Battalion”, “1st Sustainment Command (Theater)”, “831st Transportation Battalion Kuwait Detachment”, “Task Force Gateway”, “62nd Medical Brigade”, “1st TSC”, “164th Transportation Battalion”, “Third US army/Arcent (CFLCC)”, “1185th Deployment And Distribution Support Battalion”, “5 years award certificate from Mr.William W. Stirling (General Manager, CSA)” and one certificate from my own department “TSC(Training Support Center)”.  Along with this I got awarded special appreciation certificate from “UNITED STATES ARMY GENERAL”.

And I also awarded five ‘army coins’ by different army units such as “Third US Army/Arcent (CFLCC)”, 13th Sergeant Major of the Army”, “Rokaf The 58th Air lift wing (Korean Army)”, “Customs Tango Alpha Company”, “4th Sustainment Brigade” for my hard work.

I successfully completed the army training course of “SAFETY REPRESENTATIVE TRAINING based on OSHA (10 hour)”, Electrical Safety Training Program (2 hour)”, “Heat Stress Training Program (2 hour)”, “HAZWOPER Refresher Training Program (8 hour)”, HAZWOPER Training Program (40 hour)”, “Back Safety; slips, Trips & Fall; and Ergonomics training program (4 hour)”, “Warehouse/Material Handling Safety Training Program (2 hour)”, “UNIT ENVIRONMENTAL OFFICER training course (28 hour)”, “UNIT SAFETY OFFICER training course (30 hour)”, “OSHA 24 Hour HAZWOPER Part 1”, “OSHA 24 Hour HAZWOPER Part 2”, “OSHA 24 Hour HAZWOPER Part 3”, “HAZARD COMMUNICATIONS”, “PERSONAL PROTECTIVE EQUIPMENT”, “NEW HIRE SAFETY ORIENTATION”, “FIRE PREVENTION & PORTABLE FIRE EXTINGUISHER”, “FLAMMABLE & COMBUSTIBLE LIQUIDS”,”GROUND GUIDE”, “POWERED INDUSTRIAL TRUCK”, “SAFE DRIVING”, “OSHA 40 HOUR HAZWOPER PART 1”, “OSHA 40 HOUR HAZWOPER PART 2”, “OSHA 40 HOUR HAZWOPER PART 3”, “OSHA 40 HOUR HAZWOPER PART 4”, “OSHA 40 HOUR HAZWOPER PART 5”, 2013 CODE OF ETHICS AWARENESS TRAINING”, “DOD’S SEXUAL ASSAULT PREVENTION AND RESPONSE PROGRAM FOR CIVILIAN CONTRACTORS”, “2013 HAZCOM GHS TRAINING”, 2013 Security Measures and Awareness Refresher Training (SMART).  I have also successfully completed “TRAINING & SUPERVISORY DEVELOPMENT PROGRAM” from CSA on 16th June 2010.
Personal Data

Age
 :
38
Nationality


         :
Indian
Religion
:
Hindu  

Marital Status

                        :    
Married

Weight


                         :         94 Kg

Height                                                            :         6 Feet


Sex



         :          Male

Languages known                                       :          English, Hindi, Tamil and Malayalam   

NB: In Afghanistan in our warehouse I did deal with all types of 'automobile parts', 'electrical items', 'hvac items', 'power generator', 'plumbing materials', 'laundry materials', 'office supplies', 'carpentry materials', 'DFAC items' etc.
             Currently i am in UAE on visit visa and available till 23/Jan/2015. 
