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OBJECTIVE:
To obtain a position that will capitalize on my extensive experience as a Store Keeper with the potential for advancement and to manage the daily operational activities of the Store and fleet for a distribution center within a direct store delivery network.
PROFILE 
· 20+ years of rich and extensive experience as a Store Keeper and Sales Executive with reputed companies in Kuwait, KSA and Chennai
· Professionally qualified with Diploma in Computer Applications and also holds Diploma in Arabic as well.

· Possessed a number of achievements and on-going successes by establishing operations in warehouse. 
· Highly skilled in general management, stock & inventory control, PR initiatives, customer care & follow up, forecasting & planning, operation & supervision. 

· Proficient in working in computerized environment.

· Ability to work under minimal supervision and report to top management.

· Prioritization of work and perfect time management.

· Expert in interdepartmental liaison and coordination.

· Analyzing problems and solutions, Able to meet Deadlines, Work under pressure, Implement Decisions and forcing policies, Provide customers services, Team Player, Ability to build relationship. 

· Have excellent communication skills in English, Arabic, Hindi, and Tamil, Malayalam And Urdu.
· Energetic & self-motivated with a high degree of cultural sensitivity.
WORK HISTORY
· Store Keeper, Winners International Trading Company, Kuwait (2011 – 2014)
· Store Keeper, Kuwaiti Groups for Publishing & Distribution Company (2001- 2010)
· Marketing Executive, Taste king food stuff Marketing Co, Chennai, 1999 – 2000 

· Sales Man, Children’s Toys Importing & Exporting Co., Riyadh, KSA, 1994 – 1997 

· Storage Head Checker cum Supervisor, Saudi Maintenance Corporation (SYANCO), Dammam – KSA, 1992 – 1994 

· Storage Head Checker cum Supervisor, Gulf Stevedoring& Contracting Company, Dammam, – KSA, 1991 – 1992 

Job Responsibilities
· Coordinating, preparing inventory, checking stocks and updating as well as maintaining records.

· Checking physical inventory on a regular basis, and solve any unusual or problematic activities in the site.

· Maintaining physical and computer stocks. 

· Alignment of stocks at all stock storage locations. 

· Reconcile the counted stock with the implemented by the management team.

· Required attendance at any stock audits as instructed by the stock control manager.
· To rectify full involvement with stock rotation and ensuring all stock in place.

· Supervising and assisting the receipt, movement, storage and warehousing of goods.

· Checking paperwork related to the delivery.

· Directing all activities required to achieve store goals
· Maintained store facilities to ensure smooth functioning – Made arrangements and placed orders for new stock and supplies whenever necessary.

· Prepare al l transactions as SIV,LPO and other reports concerning to store in timely manner
· Prepare commercial Invoices (Arabic & English) in order to plenty of customer purchase transactions

· Ensure that the outgoing correspondence complies with the Company’s quality policy

· Ensure that all filing is up-to-date and in accordance with ISO9000 quality checks

· Counts, weights and measures goods received are issued

· Supervise the team of employees as well the drivers 

· Maintains log book
· Attend Internal & External Project Audits
· To exercise general control over all activities in Stores Department

· To ensure safe keeping both as to quality and quantity of materials.

ACADEMIC PROFILE

· Diploma in Computer Application – Oct 2011  
· Diploma in Arabic - Feb 1986
COMPUTER SKILLS

· MS Office (Word, Excel)
· Common Internet and Email Applications
PERSONAL PROFILE

Nationality

: Indian

Date of Birth

: 03.04.1965

Status


: Married 
Visa Status

: Visit Visa 
Languages Known
: English, Arabic, Hindi, Tamil, Malayalam & Urdu.
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