238099@gulfjobseekers.com 
Career Objective

To give my best to be an active player in attaining organization’s goals by keeping myself abreast of latest technology and to work towards creating an environment that promotes professionals and personal growth.

Academic Summary 

· B.Sc., (Mathematics), University Of Madras, Tamil Nadu, India.

· P.G. Diploma Course in Montessori, Kindergarten, Nursery and Traditional Teacher (2012-2014)

· Passed Higher Grade in English Typing with a speed of 50-60 words/min.  
Experience Summary 

· 3 plus years of experience as a Logistics coordinator (Inventory Control Analyst) in Dubai.
· 3 plus years of experience as Data Entry operator in health care, Survey and e-publishing projects for USA based company.
· Experience in working with Microsoft Office word, Excel and PowerPoint.

Work Experience  
COMPANY NAME:  Harman Middle East (Home & Car Audio)
Location: Jebel Ali Free zone (Dubai)
DESIGNATION: Logistics Coordinator



Role: Inventory Control Analyst
DURATION: 16th February 2008 to 7th April 2011
JOB RESPONSIBILITIES:
· Responsible for maintaining full inventory of stocks and handling a team of workers responsible for handling goods in ware house.

· Physical Monitoring of aged and brand wise stock, Updating in Bin card and Computer.
· Inspecting of all incoming and outgoing stock, In-charge of issuing stored stocks to sales department. 
· Maintaining the Customer’s relevant documents and Stores activities.

· Scanning all the materials and uploaded the Barcode and Serial numbers to the system.

· Preparing  export document (Proforma Invoice, Sales Order and Sales Invoice) and import document (Purchase Order and Packing List), Supervising stuffing and De-stuffing (Tallying).
· Handling orders from showrooms and dispatching them on timely manner, coordinating with Sales and Accounts department.
· Generating detail report of available and non- available stocks on demand.  Checking the moving, non-moving and fast moving items in warehouse and providing the details to the sales department.
· Preparing daily, weekly and monthly Stock report to sales and accounts department.
· Tracking and identifying damaged or lost goods in warehouse, maintaining records of all active and process in ware store.
· Coordinating with Warehouse Manager, Retail Manager, Project Manager and Sales Manager.

· Experience in working with Orion (Company’s) Software and Ms Office (Word and Excel).
COMPANY NAME:  Saravana Computers



Location: Chennai, Tamil Nadu.
DESIGNATION: Data Entry Operator.




DURATION: August 2000- August 2002.
COMPANY NAME:  Outsource Offshore pvt. Limited  

Location: Chennai, Tamil Nadu.
DESIGNATION: Data Entry Operator.




DURATION: September 2002- June 2004.
JOB RESPONSIBILITIES:
· Responsible for filling the data form depending on various projects.

· Worked with auto form filling from scanned health care documents, filling up the missing fields.

· Worked with project like survey and e-publishing company.  Also involved quality control.

Functional  Skills

· Ability to face Deadlines and Good Problem Solving Skills.

· Skilled in leading teams of diverse backgrounds and to provide best customer support.

· Able to take on large conceptual problems or projects.

· Excellence in documentation on business requirements.

· Able to provide report on technical root cause analysis of issue.

· Have good written and oral English skill.

Personal Summary

· DOB 

: June 2nd, 1979 
· Age                              : 35 yrs

· Sex 


: Female

· Marital status
: Married

· Languages 

: English, Tamil, Telugu

· Visa Status                 : 3 months visit visa (If need can change on Husband’s Sponsorship)
Declaration

I do hereby declare that the particulars of information and facts stated herein above are true, correct and complete to the best of my knowledge and belief.   
                      


          
  
             

