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Anilkumar 

Anilkumar.243141@2freemail.com  
OBJECTIVE:

Seeking a supervisory/middle management position in Materials / Procurement/ Inventory/ central Stores/ Distribution,

where I can use my experience to the best benefit of the organization in working towards Company’s objectives  in striving for increase in” Return on investment & customer satisfaction” with the opportunity for advancement  and personal growth..
EDUCATIONAL QUALIFICATION:
· B.Sc. – (Physics, Chemistry, Mathematics)
· Pursuing Graduate Diploma in Material Management in Indian Institute of materials management, India.

WORK    EXPERIENCE SUMMARY:
	POSITION HELD
	DURATION
	COMPANY
	PERIOD

	Accounts Assistant
	1 year
(Estimation & Tendering Dept.)
	Chicago maintenance & Construction CO.LLC Dubai. UAE
	2014-2015

	Accounts Assistant
	11/2 Years 

(Accounts Dept.)
	Chicago maintenance & Construction CO.LLC Dubai. UAE
	2012-2014

	Purchaser
	51/2 years

 
	Chicago maintenance & Construction CO.LLC Dubai. UAE
	2007-2012

	Store-Keeper
	3 1/2 Years
	Engineers Office, Dubai,  UAE
	2002-2006

	Manager Stores
	12 years
	Krone Communications Ltd, Bangalore, INDIA 
	1989-2001

	Stores Officer
	1 yr.7 months.
	Motwane Pvt. Ltd. Bangalore, INDIA
	1988-1989

	Stores In-Charge
	1 Yr. 9 months.
	Universal Instruments.Bangloare, INDIA.
	1986-1988


TRAINED AS:
· Trained as ISO 9002 Core Implementer. (Inventory Module)
·    Trained as ISO 9002 Internal Auditor.   Trained as a Core Member for ERP Package MFG – PRO implementation. ( Inventory Module)     
· MS Office Trained at NIIT (India’s leading IT Training Institute)

· Attended various seminars & workshops like “Supply Chain Management”, E-Commerce, and Green Dot (Recycling of Packaging Materials, Reduction of Packing Cost, Cost Control, Value Engineering, Central Excise and Customs updated Procedures, Material Costing, Inventory Valuation etc. 

· Worked as a Student Trainee in a Nationalized Bank for 6 months while studying.
· Trained as “First Aid” trainer.
EXPERIENCES:
As “Accounts Assistant” from 05.08.2014 to 28.07.2015 in M/S Chicago Maintenance & construction Co. in Estimation & Tendering Department.
COMPANY PROFILE:
M/S Chicago maintenance & construction Co. is long established construction, interior fit out and facility
Management operator with 35 years of experience for mainly for its parental company M/S gems
Education Schools which owns & managed more than 50 schools in UAE & globally, other residential, hospitals, commercial Buildings, specialized in social infrastructure.
 Company is part of   M/S Varkey group which has M/S GEMS EDUCATION, M/S THREADS Clothing & Textiles, M/S School Transport services, M/S DINO Trading and M/S SAFECORE security services companies.
Company specialized in Construction of high standard Buildings, interior fit out, landscape & all type of facilities.
Facility management includes all type of general & preventive Maintenance of civil, Electrical, Air conditioning, landscape cleaning, relocations & space management & refurbishment of facilities.
Trading Division supply complete   fit out packages from Sanitary wares, Ironmongery, Furniture products To   M/S GEMS education &   globally.
Web: Gemseducation.com

Web: www: Chicago.ae
Web: www: varkeygemsfundation.org
Job Responsibility:
1.In  Estimation & Tendering Department Manage & coordinate  in getting right price from Subcontractors & Suppliers to offer competitive price to Customers in Tendering process.
2. Coordinate with Project office & Estimation department to ensure approvals, distribute & maintain records of Payment certificate & help for ISO Documentation, Which includes,
· Preparation of the Tender document schedule/Log to be prepared   based on the Tender documents received     
Like Tender Contractual documents, Specification, Drawings & Bill of quantity.
· Preparation of List of Drawings received.
· Check & Review for Approved list of Manufacturers, suppliers & subcontractors list.

· Preparation of the Vendor Price Enquiry Schedule according to the Vendor Packages for follow ups & Status of                Quotation   received
· Preparation of Vendor Price Enquiry according to the Company Format & send to Approved list of Manufacturers, Subcontractors & as per BOQ, Specification & Contract Condition.
· Review & maintain records for received Quotations from subcontractors/Suppliers as per Tender PROJECT NO. & Subcontract/ Suppliers Package wise & inform estimators.
· Keep records of Folders for Sent the Query to the Client/Consultant & received Replies   as per the Project.

· To help estimators in finalizing Tender offer as selling price including cost of works, preliminaries & over heads.

· To help Estimators & Managers in arranging Tender Submission package & Tender submission letter. 

· Maintaining Folders for the Acknowledged Tender submission letter from Client/Consultants as per Project.

· To help in maintain records of Payment certificates copies to accounts department & ISO documentation.
As   “Accounts Assistant” from 28.09.2012 to 05.08.2014 in M/S Chicago Maintenance & construction Co. in Accounts department,
Job Responsibility:
1. In Finance department (PAYBLES) coordinate with Subcontractors, Suppliers & Finance managers for payments Process, in both Construction & Maintenance division.
 2. Co-ordinate with   Project office for Payment certificates to ensure proper Payment documents.
3. Maintain documents & records as per management & statutory requirements.
Coordinate with Subcontractors, Suppliers & Finance Managers for payment
· Receive calls from, Subcontractors & Suppliers for Construction Division, Facility Management Division & Joinery Division.
· If PAYMENT is due seek Statement of Accounts from Subcontractors & Suppliers.
· Record the Calls Department wise & send to the Concern department along with SOA.
· If it is informed by department managers, take out Payment   posted Vouchers which is attached along with Invoices & send to the concern department.
· Once cheque is prepared, receive all the cheques from the concerned department after approval, enter in Log register & inform Subcontractors & suppliers for collection.
· Issues Cheques against proper Documents & handover the concern department.
Coordinate with Subcontractors, Suppliers & Finance Managers for payment certificates 
· Receive Invoices from Sub contractors - Construction Division, Sub contractors & Suppliers-Facility management Division & Joinery Division Enter in Invoice LOG Register according to Date received & Project No.

· Distribute as Scanned copy of subcontract invoice to the particular Project Manager & Quantity surveyor according to Project No. for preparation of Payment certificate & file original Invoices Project No. wise.

· Send Original Invoices of FM Division &   Joinery Division to Accounts department for payment purpose.

· Receive original Payment Certificates from Project Office for Construction Invoices.
· Enter in Log register & take approvals from Construction Director & Commercial Manager.
· Approved payment certificates send to Accounts department along with original Invoice retaining one hard copy & soft copy.  

As “Purchaser” from 18.07.2007 to 28.09.2012 at M/S Chicago Maintenance & Construction Company in PROCUREMENT Department.
Job Responsibility:
1. Manage Purchase activity in working towards company’s objectives in increasing Return On Investment (ROI) through effective purchases & customer satisfaction for Facility management & Construction department as per ISO Procedure for Materials like Electrical, Plumbing, Mechanical, Civil, Air-condition, Cleaning Department and Construction for optimum   Price, Quality & lead time. 
2. Prepare & Maintain Documents as per ISO Procedure & Coordinate with other department for smooth function of the department.

 The main job includes as mentioned below,             

· Receive Material Requisitions   from end user & review for proper departmental Approvals, Project Name, Facility Management Job No., Specification, type of materials or subcontract material, Men or Machine hire or capital expenditure, required date & quantity.  
· Enter in MR LOG table date wise& send for Verification of Budgetary approvals if it capital expenditure.
· Send Enquiries for price along with commercial & technical requirements and availability of materials to approved vendors/Sub contractors with Company Format according to the materials type.
· Check & Prepare comparision sheet for Price, availability, Specification & commercial terms & send for approvals depends upon value of order.
· Once comparision sheet approved prepare Purchase order along with materials type, quantity, technical specification & commercial terms and distribute after approvals to Suppliers or subcontractors copy to End user Department.
· Follow up for materials if it required in critical times with supplier for timely supplies.
· Maintain & update internal records as per Management, ISO & statutory standards.  
· Preparation of MIS periodically as per management requirements.
As “Storekeeper” From 29.12.2002 to 17.5.2006 in “Engineers Office” Dubai, UAE
COMPANY PROFILE:
Engineering Office is a Multi facility management & Construction company including Design, Construct & maintain of buildings, interiors, Swimming Pools, landscape, Irrigation & nurseries, Horse-race courses, golf clubs etc. for Royal family and for others. 
Facility management includes more than 100 locations in Civil, Electrical, Swimming pools, Landscape, Relocations & refurbishment of facilities.   
I was part of   irrigation & landscape Division for both Construction & Facility Management division.
Job Responsibility:
1. Manage & Supervise proper receipts, Storing of materials & distribute as per as per construction & Facility management procedure to ensure timely availability of materials.
2. Effectively maintain & Operate   Warehouse Inventory, job includes as below mentioned,
· Ensure proper Receiving, Stocking & Issues or Deliveries (Indirect and Direct Material demands.)
· Efficient utilization of available space and   Identifying proper layouts & locations for different types of materials considering fire hazardous & Pilferages.
· Maintaining   Inventory Records and Documents.
· Ensure Proper Inventory levels & Check Stocks for reordering of materials 
· Proper scheduling of deliveries of materials as per Project requirement, & Arranging transportation, forklifts, etc. for materials movements.
· Ensure proper labeling of materials and locations as per Entity, Divisions and types of materials.
· Review of Slow moving, none moving and shelf life of materials and dispose for Nonmoving materials (obsolete materials.) in coordinating with Commercial Manager.
· Close monitoring and Forecast on A class and Critical Items, inform Purchase about the Status & Coordinate for procurement.
· Prepare Schedules for house keeping and fire Extinguisher renewals as part of safety & fire 
Protection Schedules.

· Preparation of MIS reports periodically as per management requirement.
· Coordinate with Purchase department in supplies.  
As “Manager Stores” from 19.11.1989 to 08.02.2001 at  Krone Communications Ltd., Bangalore, India  ( For a period of 12 Years)
COMPANY PROFILE:
Krone Communication Ltd is a subsidiary of Krone a G Berlin, Germany & ISO 9002 Communication CO. in India. KRONE started in 1989 in Bangalore, INDIA. it is a Global High tech communication  company which manufactures high quality distribution (MDF) & network infrastructure products like connecting products for Telecommunication Networks , structured cabling, Data Network Connectors & Broad Brand Fiber Optic Connectors for Voice & Data transfer mainly for Telephones & Internet Connection.
 Head quartered In Bangalore with  ISO certified manufacturing  facility unit  & Trading unit  which distributes the products all over India to Department of telecommunication (DOT) &  Major customers other for Internet(ISP), Video, data, voice & wireless service providers. Established in 1928 in Berlin, Krone AG has operations in over 140 countries which includes   29 companies & 80 distribution partners. 
Web: www: adckrone.com
Positions held: STORES EXICUTIVE, Store Officer, Asst. Manager STORES and   MANAGER STORES. (more than 6 years as manager level)
Job Responsibility:
1. Effective manage & supervise STORES department both Physical movement & Accounting of material & work towards management objective in increasing ROI & customer satisfaction and strive for continuous improvements.
2. Responsible for both Physical Movement & Accounting of materials in coordinating with Accounts, Planning, Production, Purchase, and Maintenance Department. Which includes,
· Total supervision & managing   stores Department includes Raw materials, components, Semi finished, Finished Goods, Spare parts, packing materials Stores and Trading items Stores, in keeping management objective as GOAL in satisfying internal & external customer satisfaction. Ensure proper Receivables, stocking & deliveries as per schedule in time for material demands.
· Maintain accurate two level inventory records for all the transactions in STORES, one in Bin level the other in stores Records level in coordinating with Accounts department & statutory requirement. 

· Coordinate With management in Preparation of STORES Layout for  optimum  utilization of Space & easy movement of materials keeping safety of stores staff & materials & decide for material Handling equipment as per safety norms in complies as per statutory requirements.
· Identifying & separation of hazardous materials, short shelf life items & disposal of expired   materials.
· Inventory control like ABC analysis, minimum stock, safety stock in coordinating with Finance, Planning department &   Production department for Critical materials. 
· Coordinating with sales, planning, finance, quality department & Transporters in preparing Dispatch Schedules. 

· Co-ordering   with vendors, Purchase, finance, planning, quality departments & Production department   for effective receipts of RAW materials & smooth material movement for Production department. 
· Co-ordering with customer, sales planning, and quality & finance department for actual FINSIHED GOODs dispatch’s to customers as per Delivery Schedule.
· Prepare dispatch documents & Statutory Documents in coordinating with   Accounts & sales department  to ensure timely despatches of materials to Custormer.
· Coordinate with Finance And quality Department for Periodical Financial   & quality Audits and  verification of periodical preventive maintenance for handling equipment like fork lift trucks etc. &  renewal of Fire Extinguishers in stores department.
· Ensure proper   perpetual inventory verification & annual stock verification   periodically as per schedule.
· Arrange for Training for Stores personnel coordinating   with   HR department for safety, quality & ISO procedures.
· Prepare MIS reports as per schedule like Stock reports, List of Slow moving items, List of   Expired items Etc.
· Ensure plan, Implement & improve Quality management systems, TQM,ERP  Health & Safety Guidelines  in stores transactions.
· Send Goods   Receipt Notes to Accounts Department for Suppliers payment periodically.
· Co-ordinate   with Accounts, Production, Sales & planning for Annual Budget Plan. 
As “Stores Officer” from 6.4.1988 to 16.11.1989 at Motwane Pvt. Ltd., Bangalore, India (1 Year 7 months)
COMPANY PROFILE:
MOTWANE Pvt. Ltd is a quality manufacturer of High Quality commercial Public address system, Intrusive industrial communication, conference/convention system & portable system founded by Mr.Gianchand Chandumal Motwane in 1909 Headquartered   in Mumbai.  Company has progressed, grown and diversified in serving society & industry 

By ensuring good quality   equipment’s & services.  Equipment’s  are Designed, manufactured &  installed in Legislative house, Hospitals, Municipal, the Railways, Police department, ,Airports, Public Halls, Thermal Power plants, steel & cement Plants as  turnkey projects. Public address system are used in events all over India.
Web: www: Chicago-radio.net

Position held: STORES OFFICER
Job Responsibility:
1. Work towards Management objective. Responsible for MATERIAL FINISHED GOODS STORES, INWARD   STORES, COMPONENT STORES & SEMI FINSHED GOODS MATERIAL STORES & distribution to Production department.

2. Keep Up to date STORES INWARD & OUTWARD, COSTING RECORDS.

3. Prepare Reports as required by Management & Work closely with Accounts to help in Preparing Costing, Working capital & MIS reports.
· Effective manage & Maintenance of Finished Goods stores, components stores and Semi finished Goods, to ensure proper material Receipts, material stocking & material deliveries as per schedule from Vendor, to Production department & to Customer in coordination with Purchase, Sales, Accounts, & Quality Department as work towards  Management Objective in increasing ROI & Customer satisfaction.
· Coordinate with Sales & Accounts department in preparing Dispatch schedules and Purchase, Production, planning & quality department for Material delivery schedule to production department.   
· Coordinate with purchase department & suppliers for Material receipt deliveries.  

· Ensure proper movement of materials & proper Accounting of all transaction of stores in coordinating with Accounts Costing Department in valuation of transactions, closely worked with costing department.
· Ensure Proper Distribution of Finished Goods to internal Branches & Customer, with proper Packing, Dispatch documents in coordinating with Accounts department & Quality department in compliance with statutory requirements. 

· Maintain Minimum stock & Preparation of Material Requirements to Purchase for below optimum level items. 
· Coordinate with Accounts in Preparation of MIS Reports, Costing, Central Excise & sales tax & statutory requirement,
· To help in Implementing, computerized Accounting in the company in coordinating with Accounts, costing department.
· Plan for   packing materials for dispatches in coordinating with Purchase, Sales, Production & quality department.
As “Stores in Charge” From 12.6.1986 to 11.03.1988 in M/S. Universal Instruments Manufacturing Co., Bangalore, India (1 Year 9 months)
COMPANY PROFILE:
UNIVERSAL INSTRUMENTS Manufacturing Co. is a Multi Group of ISO 9001 certified Company started in 1971, by Late   

 Mr. J.M. Thoshniwal in Bangalore has grown with time in as manufacturing & Trading Company. Company   manufactures Very diversified Electrical & electronic products like DC regulated power supplies, battery chargers for power plants, High Current Rectifiers for electroplating & railway coaches, solar power controls & models for engineering colleges.
Companies list of major customers inclusive of Indian Navy, Indian Railway, ONGC, L &T, Siemens ABB, BHEL, BMEL, Hindustan Petroleum, and Tata BP Solar etc. Battery chargers have installed in 13 countries other than In Asia & Africa.
 Initially Company had centralized stores for all the 3 group of companies like Universal Instrument Co., Universal Manufacturing CO & Universal Servicing CO. I learnt Mainly to Identifying Mechanical, Electrical, Electronics & Raw materials, components & Semi finished components.
 Web: www uni-insta.in

Job Responsibility:
1. Work towards Management objective, responsible for MATERIAL INWARD   STORES, COMPONENT STORES & RAW MATERIAL STORES & distribution to Production department.

2. Keep Material Inward register & Invoice approvals from Management.
3. Prepare Reports as required by Management.  
· Ensure Proper RECEIPTS & DELIVERIES OF Components & RAW materials from supplier in coordination with Purchase Department
· Delivery to Concern production department after approvals from concern department Managers.

· Update Inward Receipt report regularly and send Supplier invoices to accounts department for payment after approvals.
· Ensure   Proper stocking as the nature of materials 
· Maintenance of Stock records in co-ordination with Purchase department. 
· Inform Purchase Department for below minimum stock level components to Procure.
· To help Preparation of  Time sheets for Production department employees periodically for calculation of salaries 

& overtime.

· Help Auditors in Physical verification.
· Coordinate with dispatch department for Finished Goods dispatches packing.
STRENGTHS:
Keeping   the   Management Objectives always in focus, adaptable for changes in strive towards continuous improvement.
PROJECT WORK HANDLED:
· Implementation of  ISO 9002 (Core Implementation Group)

· Factory Relocation ( Part of factory relocation team in two companies)
· Core Member in implementing MFG. PRO (Inventory Module) – ERP Package. 

Date of Birth
:       22nd December, 1963 

Nationality
:       Indian

Visa 
:                     Residence
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