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PROFESSIONAL PROFILE
I am a dedicated professional with extensive 6+ years of experience in Logistics and            Warehouse management in Oil and Gas Industry. A proactive individual with a logical approach to challenges, I perform effectively even within a highly pressurized working environment.
OBJECTIVE
I am looking to build up my professional career along with the growth of the organization and epitomize power, authority and responsibility in order to serve the mankind effectively through value addition by ethical utilization of management principles.
CAREER SUMMERY
PETROLEUM DEVELOPMENT OMAN (PDO), NORTH FAHUD
MATERIAL& DOCUMENT CONTROLLER 

(From June 2008 to December 2014)
As a Material Controller the main duties include,

· Receiving and issuing Chemical, Drilling, Piping & Hookup materials.

· Receiving Materials into Stores from various vendors under PDO contracts & Ensuring these Materials meet compliance and conformance as per PDO purchase documentation.

· Material Issue to Customers (Rigs / Hoists) as per their requests. 

· Resolving spot discrepancies and disputes relating to material delivery in the interior based locations.

· Assisting Warehouse staff in materials identification, tracking and tracing.
· Materials status and summary reports for inventory control and monitoring monthly material inventories.
· Ensure all transactions are immediately and accurately processed in SAP Computer system.
· Support and coordinates with discipline with administration and control.
· Data Entry of In carry/dispatch/Updating Contracts/ Bill details.
· Observe and maintain HSE standard at all aspects.
As a Document Controller the main duties include,

· Responsible for controlling all documentation related activities in a project.
· Manages internal and external documents.
· Maintains document register up to date.

· Distribute documents to relevant people.
· Liaises with client, contractor and sub-contractors.

· Reports on the progress of documents.

· Control and maintain project Record of incoming project documents.
· Office administration and management Communication skills.
IT Park, Kerala

SYSTEM ADMIN 
Company Activities:
The Organization provides high quality on site services for software development and the end users on a broad range of hardware & software platforms and latest technologies.
     Responsibilities
· Installing and configuring computer systems.

· Monitoring and maintaining computer systems and networks.

· Trouble shooting system problems and diagnosing and solving hardware/software faults.

· Responding within agreed time limits to call-outs.

· Working continuously on a task until completion.

· Prioritizing and managing several open cases at one time.

Manappuram General Finance and Leasing Ltd
JUNIOR OFFICER CUM SYSTEM ADMIN 

Company Activities:

The Organization is doing banking activities like Deposits, Loans, Insurances, Foreign Exchange, Share Trading, Money Transfer etc. Kerala’s first NBFC and has an asset base over 1000 cores and Ranked among the top ten NBFC in India, more than 800 branches in all over India. The company ties up with UAE exchange, WALL STREET and MONEY GRAM, TRAVEL X.
Responsibilities
· Controlling branch administration and accounts department.
· Doing foreign currency exchange and money transfer business.
· Doing Hire purchase and loan against LIC policy and GOLD.

· Managing a company's financial accounting, monitoring and reporting systems.
· Producing accurate financial reports to specific deadlines.
· Supervising staff.
· Implementing the delivery of sales strategies and targets and motivating employees to meet and surpass these.
· Establishing and maintaining effective relationships with new and existing customers, establishing their needs and advising on the suitability of services.
· Visiting business customers and attending meetings and conferences with them and other professionals.
· Assuming overall accountability for products and services, such as consumer lending, current account transactions, unsecured loans, overdrafts and personal loans.
EDUCATIONAL QUALIFICATIONS

· Diploma in Computer Applications
ECIT, Government of India

· Certificate in Computer Operator & Programming Assistant (COPA)
National Council for Vocational Training, Government of Kerala, India

· Higher Secondary Education

Board of Higher Secondary Education, Govt. of Kerala, India

ADDITIONAL SKILLS

· Attended various SAP courses conducted by Petroleum Development Oman in supply chain management modules.

· Health Safety Environment course 
· Indian Driving License - Light & Heavy Vehicles
COMPUTER SKILLS
· Operating Systems : LINUX, WINDOWS

· MICROSOFT OFFICE - MS WORD, MS EXCEL, MS POWERPOINT, MS ACCESS, MS OUTLOOK
· TALLY, FOXPRO, C, C++, PHOTOSHOP.
REFERENCES ARE AVAILABLE ON REQUEST
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