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OBJECTIVES
To work in an environment where I can make use of my knowledge and skills and to contribute to the development of the organization.
ACADEMIC QUALIFICATIONS                                                                                 
	COURSE
	UNIVERSITY/BOARD
	YEAR OF PASSING

	SSLC
	BOARD OF GENERAL EDUCATION
	1999

	PREE-DEGREE
	MAHATMA GANDHI UNIVERSITY
	2001

	B.COM
	MAHATMA GANDHI UNIVERSITY
	2006


TECHNICAL QUALIFICATION                                                                 
	COURSE
	UNIVERSITY/BOARD
	YEAR OF PASSING

	DIPLOMA IN SOFTWARE APPLICATIONS
	MAHATMA GANDHI EDUCATION FOUNDATION
	2001

	TALLY.6.3 AND 7.2    
	L.C.C. COMPUTER
	2006

	SERVICE MANAGER TRAINING
	  NEW HOLLAND TRACTOR INDIA PVT.LTD (FIAT GROUP) NEW DELHI
	2007

	PARTS MANAGEMENT TRAINING
	  NEW HOLLAND TRACTOR INDIA PVT.LTD (FIAT GROUP) NEW DELHI
	2007

	ISO 9001:2008,22000 QUALITY MANAGEMENT SYSTEMS
	DIVERSEY,GCC ME & AFRICA
	2010


TRAINIG &PROGRAM ATTENDED                                                                                
• Team Building and Management Skills
• ISO / HACCP / 
• Personality Development & Public Speaking Etc………….
• Food Hygiene & Safety at  DIVERSEY,GCC ME & AFRICA 
COMPUTER SKIL                                                                              
· MS-Office packages

· Tally6.3 and 7.2    

LANGUAGES KNOWN                                                                              
READ


: English, Hindi, Malayalam.
WRITE

: English, Malayalam. , Hindi

SPEAK 

: English, Hindi, Malayalam. Tamil

KEY COMPETENCIES AND SKILL                                                                               
· A good team player.

· Knowledgeable in office and clerical works

· Administrative duties

· Stock management

· Delivery of products

· Stock taking

· Shipping and receiving practices.

· Materials Maintenance • Production Management
· Cost Reduction
· Staff Training
· Competitive Estimates
PROFESSIONAL EXPERIENCE
10 Years professional experience in manufacturing industries performed executive role in Stock controller Production departments. 
1. Organization

: QATAR FLOUR MILLS. CO .(S.A.Q)


Period


: 25 November 2008 TO 04 January 2016

Designation

: Stock controller

Duties and Responsibilities


Material Receipts:

1. Receiving of various materials and verification of materials received with reference to Delivery Challans (DC s) and Purchase Order (POs)
2. Preparation of 'Good Receipt Note' (GRN) on daily basis for all Direct and Indirect material received and circulating the copy of information to Purchase section and department concerned
3. Preparation of Good Inspection Report and offering material received for inspection to concerned department / person
4. Ensures updates of daily transactions.


Material Issues:


1. Issuing of materials from all stocks to various departments on Material Issue Slips duly approved by competent authority
2. Following First in First out (FIFO) method of issuing in case of material that have self life constraints to avoid expires and change of properties

Inventory Management:


1. Finalization of Inventory levels viz. Maximum, Reorder, Minimum and Buffer levels for all the production related consumable, keeping in view monthly/ weekly consumption and lead time for procurement
2. Planning of layout of store room so that materials are easily identified and accessible
3. Using Bin cards tagged with respective items to avoid stock-outs and to have better control over the store inventory
4. Feedback to Purchase wing for necessary procurement, action so as to avoid stock-outs

Maintenance of Records:

• Responsible for ensuring proper computerization and documentation
• Good Receipt Note (GRN)
• Daily receipts of materials register
• Daily issues of materials register
• Daily Stock Report
• Monthly physical stock report
• Stock ledger
• Discrepancy Report
• Inspection Report Generation of Inventory related reports like daily, monthly inventory statement, Inventory Cards statements (maximum, minimum, reorder and 
buffers levels) statement showing the details of money, Stock monitoring materials and forwarding to Department Head and other concerned persons
• Verification of received materials (Physically & Quantity) as per P.O & DC/Invoice.
• Getting the quality inspected & accepting the cleared goods in stores
• Maintain daily receipt register.
• Generate MRN for received materials and Maintaining records and postings on      Ledger.
• Issue material as per manual requisition and auto requisition concerned with BOM.
• Preparation of gate pass (returnable/ non returnable), debit note, MTR, MRN and    other documents.

• Stock preparation: - monthly/quarterly/half yearly and yearly basis.
• Arrange logistical support such as providing necessary papers and forms
• Maintenance of stores as per location code and implement FIFO.
• Supervision of storing and stocking of all materials related to Division.
• Monitoring and Controlling of Inward and Outward materials.


JOB Profile/ Responsibility:


• To monitor & control the activity of store
• Co-ordination with our staff for Receipt of material at store.
• Co-ordination with our staff for smooth functioning of inward activity. (I.e. resolve    the discrepancies if any observed in receipts & documentation).
• Do follow up with material dept. to rectify the discrepancies & PO Problem.
• Co-ordination with IT Dept., Finance dept. for System activity.( i.e. GRR Entry,        RTV, Rejection delivery note ,GRR Forwarding)
• Co-ordination with QA/CE for inward inspection of items...
• Co-ordination with Material dept. for sending the rejections to supplier.
• Co-ordination with our staff in day to day activity of stores.
• Inform Dispatch Detail to Mktg. Dept.
• Circulate copies of invoices to mktg. Dept. & finance.
• To monitor dispatch activity.

2. Organization

: Indian Motors, Angamaly

                                             (New Holland Tractors Dealer)

Period


: 2004 TO 2008

         Designation


: Store Keeper &Service Manager

Duties and Responsibilities:

· Hands-on experience in handling parts and spares of machineries and equipment 
· Skills in managing stores and inventory of parts 
· Deep knowledge in assessing the value of parts for resale 
· Ability to manage and update storage records 
· office administration, counter customer service managing & customer care

· controlling the stock position of tractor and items spare parts

· Tractor receipts and delivery inventory of Spares & Tractor

· cash handing and all bank transactions relating  to the establishment 
· Create Invoices, Delivery notes & quotations as per customer requirement
· Deliver the parts as per the requirement
· Arrange parts from supplier
· Create Goods receipt note, Update stock in the system
· Locate parts in the store
· Update stock in the system and every six month we are making inventory control counting and fixing the main store 
· Making barcode for the each item
· Clarify product availabilities and delivery time of orders 
3. Organization

: Kerala Ayurvedic Pharmacy. Angamaly 


Period


: 2002 TO 2004


Designation

: Store Keeper 

Duties and Responsibilities:

· Receive And Issue Of Material at Production Department
·  Maintaining Stock card as per stock Issue and receive.

· Update stock in the system
· Maintained a Store to ensure that it functions smoothly. Made arrangements and placed orders for a new stock and equipment’s whenever necessary.

·  Responsible in regulating daily movements of stocks.

·  In-charge in day -to -day activities in store are which includes materials from receiving, storing, safekeeping & issuing.

·  Kept appropriate records of materials issued/ received as a part of new inventories.

·  Perform automated inventory and billing system for a property and store warehouse

·  Maintain computer database of property control and inventory received, stored and distributed inputs data. Maintain cost records and submits operational reports.

· Making Material requisition paper and sending it to head office for approval. Auditing of Material Available in store.                                                                           
PERSONAL INFORMATION 
Nationality


:
Indian

Date of birth

:
24th May 1983

Sex

:
Male

Marital Status

:
Married

DECLARATION
         I hereby declare that all the statements made in this Curriculum Vita are true, complete and correct to the best of my knowledge and belief.
Yours truly,

SHIJU 














E-mail: � HYPERLINK "mailto:shiju.274171@2freemail.com" �shiju.274171@2freemail.com� 






























