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CV NO: 1816110
Visa status:

visit 3 months till November 2016
Job searching:
Management, Store supervisor, Storekeeper, Clerkly work

Address:

Deira Dubai   

Career Objective

To seek a challenging position in an organization where in I can put my best efforts, skills to achieve the goals of organization and sophistication .I wish to perceive in understanding new technologies. To work with progressive organization that gives opportunity to utilize skill in achieving common goal and a bright carrier

 
Work Experience

Store In-charge
Pvt) Ltd.
May 12, 2007 to August 2016
In charge of up to 10 staff at one time 

Nature of Job:
I was responsible in assisting other store crew with their task and assuring that they are performing their job well. Supervise the flow of service in the store and act as the officer-in-charge if the manager is not available.

Basic Task: 

· Selects and assigns staff, ensuring equal employment opportunity in hiring and promotion.

· Evaluates and verifies employee performance through the review of completed work assignments and work techniques.

· Maintains records, prepares reports, and composes correspondence relative to the work. 

· Plans, organizes, directs, and controls the work activities of an agency or institution warehouse.

· Determines items and quantities of stock to be purchased and maintained. 

· Controls the disbursement of supplies and material through directing the posting of inventory control cards or automated systems. 

· Inspects items as to quality and quantity against freight documents. 

· Resolves discrepancies in requisitions, purchase orders, and delivery reports by contacting vendors or requesters. 

· Stocks materials according to a prescribed inventory system. 

· Counts, weighs, and measures goods received or issued. 

· Establishes standards and methods for packaging and storing supplies and materials. 

· Estimates cost and assigns account codes to items purchased. 

· Maintains catalogs of available stock items. 

· Prepares and files complaints on unsatisfactory shipments.

· May occasionally perform any task assigned to subordinate staff, consistent with any licensing or certification requirements. 

· Performs related work as assigned

STORE KEEPER
Color Lines (Pvt) Ltd.
March 2006 to April 2007

Nature of Job:
Under supervision I was perform manual and routine clerical duties in the receipt, storage and issuance of materials, supplies and equipment at a storeroom or central warehouse and perform related duties as required.
Basic Task:
· Verify articles against purchase orders or packing lists and count and inspect materials for damage or defects. 
· Research discrepancies in purchase orders and duplicate orders. 
· Identify vendors and obtain quotes of prices for goods to be purchased; research new parts, substitute products and pricing. 
· Select proper storage areas and store articles in bins, racks, shelves, and floor or yard areas.
· Issue materials, supplies, tools, parts and equipment, obtaining proper records and requisitions.
· Enter and retrieve data from a computerized inventory control system.
· Track material usage and establish reorder points.
· Assist in reconciling work order quantities with inventory records.
· Perform weekly cycle counts, quarterly inventory, mid -year inventory, year-end inventory and physical inventory and prepare year-end inventory reports. 

Educational Qualification                                                                                      

Intermediate (F.A) 

Board of Intermediate and Secondary Education, Lahore Pak.
Matriculation (SSC)  

 Board of Intermediate and Secondary Education, Lahore Pak.


Skills

Communication, Organizational, Management, Team Leadership,
MS Office: (Excel, Word, Power Point, Outlook)
Management Software: (Supply Chain Management, traKR, Strack Solution,)
Graphical: (Photoshop CorelDraw, Paint, After Effect)
References

Available on request.

