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IMTEYAZ 
Sharjah, UAE
E-mail: - imteyaz.370627@2freemail.com 
APPLIED FOR STORE INCHARGE/PURCHASE EXECUTIVE/ LOGISTIC COORDINATOR/MATERIAL CONTROLLER  (WITH UAE DRIVING LICENCE)
Career Objective:
Intend to build a career in an organization with committed and dedicated people which we will help me to explore myself fully and realize my potential contributing to the success of the organization and creative & challenging environment where I can utilize my skills and education to contribute, develop and grow along with the organization.
Area of Interest:
· Management information System.
· Inventory and planning.
· Administration.
Technical Qualification:
· Diploma in  Material Management (National Institute of Labor and Management, Chennai) in year 2016 From Chennai, INDIA

· Diploma in Computer Hardware and networking (IIHT Certified Engineering) From IIHT Computer Jamshedpur, INDIA
Educational Qualification:
· Bachelor of Commerce (B.Com Hons) from Ranchi University, Ranchi, INDIA
· Appeared Post Graduate Diploma in International Business Operation from IGNOU, INDIA

Computer Proficiency:
· SAP-R3/ Functional (CS & MM Modules), Focus.

· Application Software:- MS Excel, MS Word, MS PowerPoint, MS Outlook

· O- System:- Win98, Win 2003, Win XP, MS Dos

· Installation of software & Trouble Shooting.

Experience:
Working with al najma industries (FANAR Al Khaleej tr group), Sharjah as a purchase representative from august 2015 to till date.

Responsible to received and maintain the purchase request for the responsible divisions.

sending enquiries to various supplier.

Verifying quotations with reference to the quality, specifications, quantity and purchase terms.

Prepare price comparisons and forwarding to purchase manager.

Coordinating with responsible divisions to get a smooth equipment hiring activities.

Preparing LPO's as per the internal approvals/Quotations.

Maintain the proper vendor relations.

if required, make a visit to sites and vendor offices to get a smooth work progress.

Arranging the samples and submittals in coordination with concerned division and vendors.

Maintain the inventory of all the materials in the production.

Knowledge of custom clearance and knows the terms and condition when opening LC.

Follow up the order with supplier to make sure the orders are delivered on required time.
Follow up with supplier to ensure that, they send all the required documents relating to each shipment concerning to the relevant orders.

Reviews, supplier performance on an ongoing basis and checks the compliance to agreed terms of delivery, review with Manager material Team and follows up accordingly.

Sorting and preparing list of the items to be purchased as per BOQs received from technical Departments.

Worked with Emirates Trading Agency (ETA MNE), Dubai as a Store incharge Cum Material Controller from 18th August, 2008 to 07th July 2015.
Job profile (Store In charge):

Supervising the Material preservation and handling of Hazardous or non hazardous and dangerous goods with material data sheet (MSDS).

 Supervise loading, offloading, packing labeling, stacking as per the layout plan and warehouse procedure in the yard and warehouse.
Co-ordinate with the procurement department to prepare purchase order.
Responsible for Preparation of Monthly MIS Report & mail to Head office.
Responsible for all incoming and outgoing materials.
Responsible for Dispatches of materials & Finished goods/Semi Finished Goods (Project & Service).
Follow-up to Suppliers for ordered materials as per purchase order & planning schedule.
Responsible for Record keeping of rejected materials & warranty Return materials.  
Reconciliation of Stock every month with system.
Responsible for External & Internal Audit.
Responsible for Reduction in Warehouse cost.
Maintaining sufficient stock balance. Disposal of Scrap Material time to time.
Proper tagging and Stacking of the materials.
Housekeeping in Complete Warehouse.
Responsible for ABC Analysis & FSN Analysis for inventory control.
Maintaining the Bin, Tool& Equipment Card.
Allocating shift & distribution of Job responsibilities for Stores personnel’s.
Worked With SUB CON MUHIBBAH ENGINEERING WLL QATAR as Material co coordinator in NDIA Doha Qatar ( New Doha International Airport) from Jan ’2011 to Jun 2013 .

            Job profile Purchase officer cum Material Co coordinator:-

Verification of Purchase Order and Requisitions: Verifying the purchase order and requisitions for overseas and local before placing the order. Checking and making sure the Justification details of the job, items or service mentioned in the P. Order is correct or otherwise visiting the sites to verify the authenticity of the requirement.
Following up with suppliers regarding enquiries to get quotation /order confirmation, delivery schedule.

Negotiate with suppliers for the best price, quality and delivery time.
Evaluation of quotations received: Checking, evaluating quotations and approving the same for purchase.

Update any price change for major raw materials to the concerned department head (Managers and Supervisors).

Arrange Meeting with suppliers.
Check job card details to know the total cost and the present status.
Follow up short fall in quality and quantity of received material as per order.
Search for new supplier through net for better price and quality.
Follow up Insurance policy coordinating with accounts department for claims.
Follow up for bank guarantee for advance payment and letter of credit.
ISO audit for purchase department and preparing required documents and supplier evaluation.
Maintain of purchase records /file in a proper way to have easy access.
Arrange scrap sale.
Follow up for customs clearing with clearing agent and duty exemption.
Visit project sites to check and follow up with Supervisors and Managers regarding purchase activities.
Arrange Credit facility from new suppliers.
Coordinate with accounts department during vacation of Finance G.M.
To check the received material is according to the requirement and meets the specification of Purchase Order (quantity and any defects).
Offer the material to the QAC inspector with all the supporting documents.
Follow up with the supplier in case of material rejection.
Forward the documents to Stores after all the materials are checked and accepted by QAC inspector.
Involved in cargo receipt and related freight claims where applicable.

To coordinate with the transportation network, cargo and freight planning, order execution and monitoring. 
All quality and Health and Safety requirements are met in accordance with company policies.
Prepare of all the Export and Import Documents.
Coordinating with the Clearing Agents and prepare supporting documents required for clearance such as B/Gs, shipping guarantees requisitions and ensure on time submittal and follow up for immediate clearance. 
Following up with the Freight Forwarders, couriers and shipping lines for freight quotations and price lists for inbound and outbound shipments. 
Keeping records of all demurrages, detentions, etc. and follow up with the concerned buyers for settlements and implements preventive actions to avoid customs penalties
Worked in Voltas Limited, Jamshedpur –branch from September 2002 to August 2008.
                  JOB PROFILE (STORE KEEPER CUM SAP END USER):-

Responsible for the maintenance and storekeeping of all material kept in the warehouse.

Stock maintaining, material storing in proper location (or proper bin).

Bin Card Maintaining and Raising indent or MR-Material Requisition time to time.

Issued of material with proper authorization against MR (Material requisition). (MIGO_GI)

Raising Goods received note (GRN) on actual receipt of material. (MIGO_GR)
Manually as well as computerized stock verification in every quarter.

Billing and invoicing.

Generation Rejection/Shortage/Damage & Overage through SAP System.

Responsible for all SAP MM Movement of Materials.
Responsible for Monthly Stock Reconciliation Physical Vs SAP.

Responsible for Daily MIS Report & mail to Voltas Branch office.

Daily checking and maintaining the Re-Order level of stock materials, preparing the documents of required materials and send to purchase department.
Passport details:
Date of Issue

: 
06/07/2015
Date of Expiry

: 
05/07/2025(F)

Place of Issue

: 
Dubai, UAE
driving license details:

Date of Issue

: 
07/08/2016
Date of Expiry

: 
07/08/2026(F)

Place of Issue

: 
Dubai, UAE

Personal Information:-

Date of Birth

:
25th May, 1983

Marital Status

: 
Married
Nationality

:
Indian

Religion

: 
Muslim

Language Known
: 
English, Hindi, Urdu

Hobbies

:
Playing Cricket, Listening Music.

Declaration: - I confirm that the information provided by me is true to the best of my knowledge and belief.  
Place: SHARJAH, UAE
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