Career Objective:
Aspiring to build a career in a growth oriented organization to utilize acquired skills and knowledge in achieving organizational goals, while attaining personal and professional growth.

Professional Experience:
1. Store Keeper 2013 - 2015.      
Worked as an Store Keeper in “International Royal Bakery LLC, Al Ain UAE. From February 2013 to February 2015 
Worked as an independent Store Keeper on a  fully computerized Inventory Software Invan & JDE ERP Software (Oracle)
· Inventory Management
· Receive the Finished Goods Stock from head office for daily sales and issue to 22 sales trucks as per demand.
· Maintaining and filing all the Inventory Inwards and Outwards records and coordinating with Finance team for Internal and External Audit 
· Reconciliation of daily inventory transaction
· Monthly Physical Stock Counting and forwarding to the Manager with detailed report.
· Maintaining the Record of Gift Vouchers

· Maintaining the Record of Sales Returned By Customers..

· Good Knowledge of HHT (Hand Halt Terminal OR PDA) by using SQL Data Base Downloading Uploading, Related Trouble Shooting for Sales Squad.

· Supervision of all Salesman’s daily return and taking necessary action if any shortage 
· Coordination with Accounts department for reporting daily inventory movement and arrange all the stock in order to facilitate random stock verification
· Coordination with the sales supervisors and sales managers regarding the sales and delivery issue.

· Coordination and follow up with Logistic department for on time delivery  
· Co-ordination with Demand Planner
· Recording all the transaction related to Inventory movement  in ERP Software – JDE Oracle
2.  Office Assistant & Executive Secretary 2008-2012.
Worked as an Office Assistant & Executive Secretary in “ID Fresh Food India Pvt LTd .” Bangalore, India from January 2008 to September 2012 
The major responsibility was to handle the office and sales responsibilities.
· Data entry including: Invoices, inventory, customer’s orders.

· Receives and inspects all incoming and reconcile with purchase orders

· Handles and documents storage and transportation of hazardous materials

· Timekeeper including time sheet computation.

· Sorted, classified, and distributed incoming, and outgoing mail.

· Placed orders and maintained office supplies.

· Compiled information from various sources and typed it on forms and into databases.

· Maintained filing systems, filed and retrieved documents, manuals, reports, letters, and other materials.

· Generated purchase orders and submitted to the Accounting department.

· Assisted Managing Director in completing monthly sales report generated by Excel software programs.

· Operated a personal computer & software in performance of assigned duties.

· Handling petty cash expense

· Daily cash Collection & Depositing 
3.  Marketing Executive 2005-2007.
Worked as an Marketing Executive in “Thai Group.” Calicut, India from November 2005 to December 2007
· Dealing with the Customers and taking necessary orders for tiles.

· Collection and follow for the payment from customers

· Preparing and Forwarding daily/monthly sales report to Sales Manager 
Computer Skills:
· Good understanding of MS-office.

· JDE Oracle  (Accounting Software).
· Lotus Notes 
· Invan ( Sales & Inventory Software )
· Excel Applications and Portfolio Management.

· Internet Operation.

Personal Value:
· Self-motivated and hard working.

· Patent and positive attitude.

· Strong interpersonal communication.

· Excellent team work skills.

· Analytical, interpersonal skills.
· Capable to work under aggressive project time-lines.

· Ability to meet deadlines.

· Professionally committed.

· Strong leadership qualities.
  Qualification & University/Board     
  
  
                                     Class       

  1. Bachler 2002-2005
      Bachler of Arts (03 years)                                                                                      

Completed 
       Calicut University, Kerala
                                      
                                   

  2. Higher Secondary School 2000-2002
       

  




                                   
1st Class
      Kerala State Education Board, Kerala.
PERSONAL INFORMATION: 
Date of Birth:



19 Sep, 1983
Nationality:



Indian
Languages: 



English, Malayalam, Hindi & Arabic (Basic)
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