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Jeffin 
Sharjah, UAE.

Email: jeffine.370368@2freemail.com 
Position applied for: Purchaser, Warehouse/Store In-charge
Personal Summary

Lead and manage all procurement and materials management activities within the operational environment of the organization in the most effective manner. Furthermore, develop within the organization to be a part of the overall success and growth of the organization
Work History
Material Planner (May 2013 – April 2016, 3 years)
GULFCRAFT INC LLC – AJMAN, UAE
· Keeping stock control systems (ERP) up to date and ensuring inventory accuracy 
· Supervised incoming materials for quality and quantity against invoices, purchase orders and packing slips 

· Sourced and negotiated materials for the best purchase package with suppliers
· Schedule the delivery of materials to meet production requirements and minimum safety stock levels
· Knowledge of purchasing and store management process, budgeting and cost-management procedures
Store In-Charge (January 2011- December 2011, 1 year)
ANDATHETHU AGENCY, KERALA, INDIA                                                                              

· Verification of Stock Reconciliation and Preparation of Stock statements
· Manage stock control: storage, retrieval and timely delivery of goods; shipment loading & transferring; document recording and data entry into system.

· Planning, organizing and controlling of warehouse overall operations.

Sales Officer (June 2012 – March 2013, 8 Months)
MGF HYUNDAI, KERALA, INDIA 

· Developed and maintained rapport with previous customers; suggesting trade-ins; meeting prospects at community activities; responding to inquiries; recommending sales campaigns and promotions.

· Demonstrate automobiles by conveying relevant information and value to the customer by understanding their requirements/interests.

Core Skills

· Language Fluency in English, Hindi, Malayalam and Tamil
· IT Skills:

· ERP Software – ACE and FOCUS

· Proficient in Microsoft Office Suite

· Complete knowledge of Windows 

· Good internet knowledge

· Profound knowledge of Purchase and Store/Warehouse Keeping processes and procedures
· Persuasive Team Leader and highly capable of working as part of a dynamic team
Educational Qualification
· Master of Business Administration
Annamalai University, India

· Bachelor of Business Management
Bangalore University, India
Personal Information
· Date of Birth
     : 07 August 1988

· Gender


     : Male

· Nationality          : Indian

· Visa Status         : Visit Visa (Valid up to August 2017)
· Marital Status     : Single
· Driving License  : UAE Motor License (Manual Transmission)
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