
CURRICULUM VITAE
Objective

Intend  to build a  career with   leading  corporate  of hi-tech environment with  committed and  dedicated people, which  will help  me to  explore myself  fully  and realize my  potential. I am willing to   work as a key player in a challenging and creative environment.
Academia
·  B.com in  from  Calicut university
·  Software &  system language from NICT & IT
· Tally Accounting Software.
Computer Skills 

· Good knowledge of operating systems; windows XP,, windows-7/8.
· Good knowledge on MS-Office. and TALLY
Professional Experience

·       4 years experience as  a STORE KEEPER and PURCHASER , GIC under MOH contract(Catering)  
· 4 years experience as STORE KEEPER  in OMEGA  semiconductor  ventures Bhd  
· 1 year  experience as  Accounting Assistant in STERLING AGENCIES  
· 3 Years experience as a Catering supervisor in CHANDNI PARK   
·  Employer   GIC under MOH contract (Catering)  STORE KEEPER & PURCHASER  KUWAIT  17/09/2011  to  31/10/2015
Responsibilities:
· Invoice Posting  In Accounting Software
· Cost Controlling

· Vouching

· Maintain the inventory and Balance sheet

· Quality Checking  Of Products       
· Making  Cash Statement    
· Handles and documents storage and transportation of hazardous materials.
· Maintains the warehouse, records area  and store are in neat and orderly manner 

· Receives and inspects all incoming materials and reconciles with purchase orders; processes and distributes documentation with purchase orders; reports, documents and tracks damages and discrepancies on orders received.
· Issues the material as per the requisition of the production
· record the receipt and issue of material in the respective bin card regularly
· Supervision 
·  issuing purchasing requisition

· After the receipt of material they are to be preserved properly.
· receive the material from the supplier on the basis of purchase order
· check the temperature of store 

· Employer     STORE KEEPER  in OMEGA  semiconductor  ventures Bhd  MALAYSIA 24/10/2002 TO 15/10/2006
      
Responsibilities

· Unload materials 

· Inspect items, as to quality and quantity

· Count goods received or issued.

· Stock materials according to a prescribed inventory system.

· May enter data and edit stock orders in a inventory system

· Participate in physical inventories by counting stock.

· Cleans work area. 

· Review daily performance, targets and achievements of activation on ground and take decisions to make things go smooth effectively.

· Supervise the packaging and handling of materials

· To make the Item coding procedures. 

· To reserve a particular material for a specific job when so required.
· Keep records of items shipped, received, or transferred to another location

Employer    ACCOUNTING ASSISTANT  in STERLING AGENCIES  INDIA 15/05/2001 TO 10/07/2002
Responsibilities
· Accounting
· Vouching
· Banking
· Employer  CATERING SUPERVISOR  in CHANDNI PARK INDIA 06/2007 TO 05/2010
Responsibilities
· The supervision of staff and allocation of  duties
· Prepare menus and food within the guidelines issued
· Ensure the food Hygiene and Health  and safety  regulations are adhered to at all times
· Ensure the cleanliness  of the kitchen, its equipment and surround
· The checking and recording of all food received ,quantities of ingredients used and the number of meals produced and served
· Ensure that all staff work the required hours and that the correct break periods are observed 
   

  
Key Skills 
· Inventory Controller
· Balance Sheet Maintain
· Cost Maintain
· Accounting

· Ability to learn new things quickly and to take up new responsibilities
· Identify problems, area of improvements
· Familiar with Internet, Smart phones and Mobile Apps
· Receiving materials ,Arraigning materials ,Preservation of the materials, Issue  of materials, Recording,

·  Issuing purchasing requisition  
· Receives, stores, tags and tracks surplus property; prepares property lists for items to be sold at auction 

· Delivers and sets up furniture for various campus events as requested
· Answers questions regarding procedures and resolves discrepancies regarding receipts, deliveries, warranties, repairs and surplus property.

· Receives and stores documents and confidential files; maintains record of approved document and confidential file destruction.
· supervise the duty of the staff under my control.
· Trains and directs the work of student assistants.
Personal  Details
Place Of Issue                              Kuwait   

Date Of Birth


05/04/1980       
Nationality                                       Indian
Age & Marital Status

35 , Married.

Sex



Male.
Language Proficiency
· English                     Speak, write, Read

· Hindi                        Speak, write, Read

· Malayalam             Speak, write, Read

· Arabic                      Speak

· Tamil

       speak

Driving                                  Indian Driving License 
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