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Career Profile
An enthusiastic PERSONNEL  with drive, determination and a proven ability 
to oversee the efficient receipt, storage and dispatch of a widerange of goods. Having the necessary management skills required to administer, improve and develop
a warehouse to achieve maximum efficiency, effectiveness and quality of 
service. A hardworking, pro-active individual with an upbeat positive attitude,  with over

More than 10 years of experience as exceptional Warehouse & Dispatch
In-Charge (Manufacturing Industry ) and more than 5  years of experience 
in Customer Service and Administration level with Automobile industry.

Work Experience 
FUJAIRAH BUILDING INDUSTRIES, FUJAIRAH, UAE.
WAREHOUSE & DISPATCH (SALES) IN-CHARGE
· Responsible for organizing the safe and efficient receipt, storage and
 dispatch of warehoused finished goods.

· Ensure that the finished goods/material received identified checked for
quality requirements of finished product when dispatched from the
 production department by their concerned staff.

· Has  established an effective interface /coordination between warehouse 
operations, production, sales department and customers.

· Responsible for optimum warehouse space utilization and hands on  
experienced to handle vast square meter covered and open storage space.

· Responsible for the physical conditions of the stock and be capable of
 handling 24/7 all local and export dispatch.

· Make certain that all outgoing and incoming operations are carried out
effectively and cost efficiently in compliance with legal/customs/client 
specific requirements in conformity of certifications.

· Perfect documntation control with   appropriate signatory’s approval in 
accordance with the established standards and procedures to demonstrate 
the availability of information as and when required by all concerned.

· Ensure that all significant means of procedures such as dispatch receipts,
tickets if any or any other form of credentials is accurately followed in all 
process movement   of the warehouse. 
· Monitor the daily stock update and ensure that the production reports are checked and reconciled while receipt. 

· Provided  all weekly and monthly reports requested by the management.Daily inventory reports and ensured all critical areas are monitored controlled and any discrepancy arising is addressed effectively 

· Plan and organize manpower and equipment allocation, implement the defined procedures for effective practice and emphasis on continual improvement Supervises the roster on staff availability regularly and validate annual leave scheduling. 

· Emphasis on storage and preservation instruction of materials as required for different customer project obligation and ensures that the preservation procedures are followed by the concerned at all times.

· Supervise, train, appraise and set objectives for staff to display high levels of individual and team performance to achieve department goals and company objectives.

· Monitor & trim down monthly and annual targets of the dispatch vehicles to ensure smooth running of operations while maintaining the operational cost within the budget. 

· In- depth ample knowledge in delivery operations and  demonstrate quality logistic management to make certain uninterrupted dispatch of goods from the yard. 

· Administer inventory and ensure financial stock takes and administered cycle counts are conducted and proper stock reliability is maintained. Perform cyclic stock checks, stock evaluation and month end reconciliations. 

· Ensure significant control being carried out over the quantity & correct material loaded prior to the vehicle leaving the stock area. Optimize resources of the company to enhance strong control system being followed.  

· Control and keep track of lost/damaged material and any other materials/items under discrepancy/damaged with appropriate reasoning until disposed off thru proper approval procedures.  

· Ensured compliance to HSE & ISO 9001:2008 standards policies and procedures and other storage and safety certifications.

· Uphold perfect housekeeping standards at all times inside and outside the stock yard. Oversee the activity of every section of the yard, security, logistic and all exit points. 

· Undertake that warehouse operations is staffed with required employees, their performance is measured and appraised and that they are trained developed, motivated and encouraged to perform their maximum  and as a result boost their capabilities and reveal more productivity.
AUTOMOBILE FIELD (GRAND AUTO)
CUSTOMER SERVICE & ADMINISTRATION
· Handling customers/clients complaints and problem solving .
· Handling day to day business functions, including billing, book keeping and vendor relations.
· Organising and monitoring of collection and delivery of vehicles.
· Schedule meetings and appointments.
· Preparation of daily cash vouchers, petty cash and invoices.
· Order supplies, preparing invoices, creating charts, letters & memos and file documentation.
· Keeping track of workers annual leave and organizing their air tickets.
Education

· University Degree B.Sc. from Calicut University, India; in Geology with Statistics and Chemistry
· Post Graduate Diploma in Computer Applications
Technical Skills
· Proficient in Microsoft Word, Excel & Powerpoint 
· Hands on experience in Oracle ERP System for Delivery & Warehouse operations
· Attended Internal Audit Training Course – OHSAS 18001:2007.

· Attended Occupational Health & Safety Assessment Series Awareness Seminar - OHSAS 18001:2007.

· Has completed Risk Assessment Training Course.
Strengths

· Friendly & outgoing personality with well-developed interpesonal skills.
· Effective communication when dealing with people of diverse interests and

     levels of authority to develop a good rapport.

· Well organised, inquisitive problem solver who accepts challenges and thrives in a “people” environment.

· Ability to take instructions and achieves pre-defined goals on time.
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Personal Information





Nationality : Indian


Gender : Male


Date of Birth : 31/05/1972


Marital Status : Married








Driving Lincence : Holder of


 valid  U. A. E Driving Licence








Languages known : English, 


Hindi, Malayalam & Arabic








Skills





Oracle ERP


MS Word


MS Excel











