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To obtain a full time position in a reputed organization, which offers a professional working environment and enables my grow while meeting the corporation’s goals.
SYNOPSIS
Meticulous and versatile professional offering 07 years of experience 

· Expertise in Dock to Stock(d2s)  Stock to Dock(s2d) & other Procurement Issues, Material Inbound Management, Daily Procurement Operations.

· Skilled in capacity planning, productivity planning, MIS, which helps in calculating & tracking the average outcome of the unit
· Skilled in working with multi-cultural & cross-functional teams with excellent track record of increasing business volume 

· Highly articulate, demonstrating exceptional relationship building, communication, decision making, negotiation, analytical and interpersonal skills across all levels including management, employees and external agencies.
· Solid professional standards, excellent track record of dependability, maintain focus on achieving results while formulating and implementing solutions to meet diversity of needs

· Proficient with MS Office package (Word, PowerPoint & Excel), Internet Applications and ERP (Open Taps and FLO).
CAREER CONTOUR
Operations Coordinator  in Danat mobiles L.L.C  (October 2016 – till date)
 Working as operations coordinator in ecommerce, warehouse and logistics field.
Key Deliverables: Operation coordinator
· Follow ups and coordinating each and every order from the time of order placement till the delivery.
· Ensuring no delay has happened to the orders and to be delivered with in estimated time for delivery.
· Ensure all the all the service related products reached to service centre has been accounted in system and invoice has been issued for all the delivering products
· Proper communication with the Logistics teams regarding the daily procurements & vendor information daily deliveries, pickups & daily action plans.

· Taking care of inventory products and ensure all stocks are correct and according tpo the stock availability place LPO’s  to the procurement team to make sure that all the products are available at the time of customer order. 
· Customer dealings through email and telephonic communication.
· Finalizing and making reports in daily basis regarding the orders delivered products and pending job orders.
 Sr.Executive, Flipkart India Pvt. Ltd., Bangalore (November 2012 – June  2016)
 Working as Sr. Executive for Procurement & Warehouse receiving for Non-Books (Electronic categories), Watches, Leather travel Accessories & electronics goods in e-commerce business (online retail  operations).

Key Deliverables: Procurement Executive-Previous Role
DAILY PROCUREMENT 
· Daily Procurement for the regular orders as well as the inventory orders.

· Ensuring all the procurements done within the time line so that all customer orders should be satisfied on the same day.

· Ensuring all the Purchase orders are sent to supplier on time.

· Proper communication with the Logistics teams regarding the daily procurements & vendor information.

· Pulling the stock information from vendors. Ensuring timely supply from vendors without any damages.

· Proper coordination with the Managers regarding the product information’s, details & procurement issues.
· Finalizing the Daily Procurement Metrics for different categories.
· Daily tracking the escalation orders & priority completion of orders.
· Keeping a track of pending purchase orders & cancellation of the same with prior information of the supplier's.
· Serve as a single contact POC for all type of supplier queries regarding Govt.Forms,transport,delivery timings and company procedures there by serving as a bridge between the supplier and the company.
Sr.Executive –Current Role 

Inbound Stock Management (R2P CYCLE) & QC Inventory Management.
· All the products procured & received in Warehouse, Firstly Invoice sanity check to be done, product first level qc to be done & making sure segregation is done on the basis of Invoice level with comparison to Purchase order.

· All the Products before getting received in Erp have to be quality checked.

· Ensuring all the products receiving in Erp should be matching with the Website attributes for the any respective products.

· Ensuring the Products received in correct PO under correct supplier code & the same is assigned & shipped to correct order of a customer.

· Preparing the Receiving Metrics on a daily basis including daily total receiving in Warehouse, Daily receiving in ERP, Procured but not received & Procurement Damages and reporting the same to top level management.

· Ensuring all the Procurement and receiving issue are returned to supplier as per the Standard SOP process.
· Handling the rejects inventory and completing the IRN cycle.
· People Management & Team handling.
 Worked in Robemall Apparels (zovi.com) as warehouse Executive (March2012 to November 2012):

Key Deliverables: Pick & Pack Department:
· Once the order comes from the customer, we need to pick the correct products from the inventory. Have to cross check products are correct or not. To ensure no wrong shipments happens.

· Supervising of packing department. Ensure that there is no miss-packing which might result in wrong shipment.
· Finish the shipping of orders in estimated time & preparing daily reports based on final results.

· Preparing monthly analysis report based on shipped orders, numbers of wrong orders shipped and comparing with the historic data of shipping orders with help of excel graphs and power point.
· Solving the issues of floor level employees and subordinates by contacting HR dept.

Key Deliverables: Customer Returns Department:
· Handling the customer returned orders by sorting the products of categories and adding back to inventory if the products are good and sending the rest for refurbishment.

· Taking care of customer return process.

· Streamlining the process & making innovation in the same.

· Preparing of daily reports of the department.
· Preparing monthly analysis and preparing report based on monthly returned orders, number of orders replaced and no of cases to be refunded. 
· Accountability of physical stocks with stock in system.
 Worked in Giffin Traffiks Abu Dhabi – UAE (May 2010 to March 2012):
Key Deliverables: Production Coordinator
· Preparing Quotation for clients with the help of Microsoft word and Excel.

· Coordinating long terms projects and key accounts.

· Handing over the Job orders signed by the manager for the department foremen and informing the completion date of the job order.

· Coordinating with different department to deliver the end results as per guidelines and specified time.
· Preparing daily report to manager about the work progress for given projects, monitoring the process as well as making correction in case of discrepancy.
Key Deliverables : Procurement Executive
· Daily Procurement for the regular requirements given by the managers as well as for the inventory orders with the help of purchase orders.

· Ensuring all the procurements done within the time line so that no works got delayed because of material shortage

· Ensuring all the Purchase orders are sent to supplier within time

· Proper communication with the Logistics teams regarding the procurements & vendor information for the same.

· Pulling the stock information from vendors. Ensuring from the vendors for timely supply .

· Answerable to managers whenever they want details for material availabilities and updated price of the materials.
· Accountability of materials in the store
Academics
· Perusing  MBA

· Bachelor of Business Administration with honours of Madurai Kamaraj University

· Completed Higher secondary education with Science and Mathematics 2007 - 2009
· Completed class 10th in the year 2007 from Depaul english medium higher secondary school

Skills
·  Good knowledge of business basics.
· Enthusiastic, quick to learn with good interpersonal and organizational skills.
·  Have a high sense of responsibility and believe in “It pays to work hard”.
· Team management.

PERSONAL DOSSIER

Personal Profile: 
Marital Status
:
 Single.

Gender                        :    Male

Date of Birth               :
  22/05/1991
Age                             :     26
Native Place
          :    Thrissur, Kerala

Nationality
          :
  Indian.

Mother tongue             :    Malayalam

Hobbies                       :
   Reading books, Sports, chatting with friends, listening to music & surfing in nets .
Languages known     :     English, Hindi, Malayalam, Tamil, Kanada and Telugu.

Declaration:


            I hereby declare that the above-mentioned information is correct up to my knowledge and I bear the responsibility for the correctness of the above-mentioned particulars.

Place:                                                                                                                     (Rahil) 
