Shailesh 
Dubai, UAE
shailesh.377905@2freemail.com 
Date of Birth:  4th August 1988
  Information Management ~ Oracle Retail ~ IT Administration ~ EDMS Administration ~ EDP (Electronic Data Entry Processing) ~ Warehouse Operations ~ Customer Support
Offering 8 Years of Pioneering Success in IT Operations, Records & Document Management, Warehouse Operations, Customer Support
CAREER OBJECTIVE: To take up professional and challenging position. Seeking a responsible job with a well oriented firm to use my knowledge and experience in IT, records management, Warehouse Operations. I would like to point out that I have completed post graduation in master of computer applications; my educational area will also assist me to perform as a record manager.
PROFILE

· Highly focused and meticulous Records Management Specialist with an exceptional record of IT & Warehouse Operations, customer satisfaction. Adept at working well independently with little or no supervision or as part of a records management team. Able to complete multiple high-volume tasks with complete professionalism and accuracy.
· Dynamic and ambitious professional with comprehensive multi-functional experience in overall Process Management, Commercial Operations, Client servicing and Quality Assurance. 

· Outstanding ability to apply management insights to solve practical problems in Office Management coupled with proven ability in formulating / implementing administration policies thereby ensuring smooth operations.

· Established capability of managing large teams with hands on experience in training candidates for the organization and monitoring performance of team members.

· Enterprising professional with demonstrated skills in streamlining customer services function by designing innovative service policies and strategies to generate high value propositions for the customers.
· Excellent planning, execution, monitoring and resource balancing skills coupled ability to handle multiple simultaneous tasks under high pressure and tight deadlines.
PROFESSIONAL EXPERIENCE AND ACCOMPLISHMENTS
Writer Corporation, Dubai, UAE





                          since - April 2016
Assistant Manager - IMS Operations
Duties & Responsibilities

· Administered all records management program components.

· Performed all work (Storing, arranging, indexing and classifying records) in accordance with records management work practices and procedures.

· Managed inventory of all archived records and updated same on a regular basis.

· Cleaned out obsolete records in coordination with appropriate work teams.

· Ensured adherence to all record protection audits.

· Contributed to long-term information system strategy development.

· Performed all tasks in compliance with company regulations and schedules.

· Provided assistance as needed for other departmental database maintenance.

· Providing all records in order to meet all legal and administrative requirements. 

· Planning and ensuring the completion of maintenance schedules. 
· Supervising the management of electronic based data. 

· Assisting employees to maintain their work record. 

· Managing the replacement from paper to electronic data management structures.
· Replying to exteriors and interiors information inquiries. 

· Providing training to employees in order to improve effectiveness of record management. 

· Maintaining and protecting confidential information. 

· Controlling the annual budget for record management procedures. 

· Ensures document management and retrieval processes support TAT improvement.
· Provide transparency on the cost of ownership and retrieval of key document families. 
· Ensures that appropriate data protection, information rights management controls, and privacy controls and physical controls are implemented for securing physical records and electronic data.
Al Safeer Group of Companies, Sharjah, UAE



         August 2012 – March 2016
As Oracle Retail Project Executive
Duties & Responsibilities:
· Worked on implementation of Retail Business Solution for Al Safeer Group, Primarily focusing on Deals/Costing, Pricing Management, Ordering, Allocations, Replenishments, Requisition Stock Orders,  Inventory Management, Store Management and Operational/Financial Reporting provided by Oracle Retail, which in turn helped the organization adopt the Industry Best Practices resulting in customer retention and brand sustenance.
· Understand the architecture of Oracle ERP.
· Test business scenario on Oracle ERP.
· Engaged in Oracle Retail - ORSIM as a functional Consultant liaising with Safeer Group and Infodart.
· Worked on Oracle SIM application V13.2.8.0. Have subject knowledge in Oracle SIM app. (Oracle Store Inventory Management).

· Have better understanding in Oracle Retail Mobile Store Inventory Management (ORMSIM), the user interface on the handheld and GUI.

· Worked as a key member of management team worked in collaboration with Oracle technical team for the design of ORACLE Retail Warehouse Management System (ORWMS) and Oracle Retail Merchandising System (ORMS) in Al Safeer Group.

· Knowledge of ORPM (ORACLE Retail Price Management) and other Oracle Retail modules like ReSA (Retail Sales Audit), ReIM (Retail Invoice Matching) and ORPOS (Point of Sale).
· Review of system and UAT test results as per Business Requirements.

· Creation of End user manual and Training.
· Handling Windows CE Mobile Devices like PDT, Price Checker.

· Configuring Windows CE Mobile Device Applications for PDT, Price Checker.

· Developing and Installing Compact databases through SSIS

As DMS (Document Management System) Administrator
Duties & Responsibilities:
· Worked with management to create policies/procedures surrounding Document and Records Management.
· Manage archival activities for controlled documents and validation files.
· Assist with the implementation, management and administration of the department electronic document management system (EDMS) designed & selected for the department.
· Use project databases to track and manage and control issued documents. 
· Effectively follow the company policies, and procedures; provide support for the Quality System during corporate audits, actively participate in department activities.
· Determine appropriate approaches and library architecture for records retention.

· Uses a document management system to independently retain records, archives, and provide official copies upon request.

· Creates new procedures and workflows related to document management, update documents as required, and follow up on outstanding tasks.

· Responsible for overall content management and document retrieval optimization.

· Maintains necessary registry of all documents.
As a Coordinator for Safeer Plus Call Center

As Assistant in charge for EDP (Electronic Data Processing)
NES (NISC Export Services Private limited), Hyderabad, India
September 2008 – March 2012

As IT Administrative Assistant
Duties & Responsibilities:
· Develop and maintain all required documentation.

· Generate, track, monitor and record all IT related procurement activities including confirming the accuracy of invoices and purchase orders, communicating required actions to the IT Manager and/or Suppliers. 
· Maintain IT inventory asset tracking, asset inventory, asset warranties, and asset assignments. 
· Document IT policies and procedures in coordination with IT Manager. 
· Assist with user training programs to increase computer literacy, software knowledge, and self-sufficiency.  Assist in the definition of purchasing recommendations that support business goals, in collaboration with IT Management. 
· Enter all software and hardware serial numbers or identification tags into database/repository/asset management software and ensure information up-to-date, accurate, and audit-able.
· Perform inventories and usage monitoring of all IT assets and record all findings, changes, physical location, and incidences of support. 

  EDUCATION

	Degree/ Examination
	Year of Passing
	School/Institute
	Board/University
	Percentage/Grade

	M.C.A

	2011
	JBIET College Of Engineering and Technology, Hyderabad, India
	Jawaharlal Nehru Technological University, Hyderabad, India
	73.25

	B.Sc

(Math’s, Physics,

Electronics)


	2008
	Nizam College, Hyderabad, India
	Osmania University, Hyderabad, India.
	70.3


  SOFTWARE SKILL SET

· Database                     :  MS-SQL (Basics), RS-SQL
  AREAS OF INTERESTS

· Information Management – Records.
· IT and Warehouse Operations.
· Document Management System.
· Oracle Store Inventory Management (ORSIM) & Mobile Store Inventory Management (ORMSIM).
· Oracle Warehouse Management System (ORWMS).
· Oracle Retail Merchandising System (ORMS).
· Oracle Retail Price Management (ORPM)
· Exposure to all stages of Software Development Life Cycle (SDLC).
   PERSONAL PROFILE
· Nationality



: Indian


· Language



: English/Hindi/Telugu

· Driving License Details

: UAE Valid License
· Sex/Marital Status


: Male/Married

· Visa Type



: Employment Visa

