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Snr. Store Keeper/Plant admin/Formwork& scaffolding coordinator         



Email: hafeez-393372@2freemail.com 
Core Strength include
· Ability to work under pressure
· Dedicated and Honest Excellent Communication Skills’ Work under limited supervision.
· Ability to multi task.
· Ability to work independently or as a team member.
· Possess leadership skills
PROFESSIONAL OBJECTIVES



ERP Entry of indent, ERP Entry Goods Received, Note (GRN), Issued Inventory in ERP, Find Purchase Orders & Checking in ERP, Store related all works in ERP System Pro-active and result oriented with over + 15 years of experience in the field of Store In-charge  

Duties and responsibilities as a Store In- Charge: - 

· Monitor the stock availability in the stores/stock yards to ensure “No Excess and no Shortage” of material/items at construction site
· Ensure standard procedure are followed for issuing of material/items
· Ensure indent is duly filled by the requisite, check and verify authorized signature before passing on to store in charge for approval
· Check proper manual/mechanical methods is adopted by the junior store keeper for shifting/handing over material/items to the issue counter/requisite
· Ensure proper ledger is maintained by the junior store keeper to maintain current stock of materials/items and check the same periodically
· Ensure documentation and filing is carried out by junior store keeper as per the quality management system of store/Welcome customers to store and help them locate items 
· Complete all statutory requirements before dispatching material/item to other job site as per the applicability
· Safety rules and regulations for handling and storing tools, materials and equipment
·  Stores procedures for Receiving, Storing and issuing tools, materials and equipment’s as per organizational norms
· Visual and physical inspection of material/items for breakage, distortion, deterioration etc
· Approval of material/items from the quality department
· Documentation and filing works related to material receipt note, goods inspection reports, purchase order etc
· Selection of suitable place for stacking, storing of material based on physical property, hazardous condition, size, volume, weight, frequency of movement
· Plan work & organize required resource in Coordination with team members and Superior
· Check material stock regularly and Monitor Consumption at site so as to ensure availability of material at any time
       Supervise, assist and train stores assistant in his day to day work
· Manage the Receiving. Issuing and Delivery of Material/items at stores, Warehouse 
· Arranging Materials as per Requirement, Preservation, Proper tagging of new Received and Updating Location in System, 
· Follow up with Purchase department for the said Requisition for preparation of Purchase Order (PO)
· Follow up with Vendors/Suppliers for the Delivery of Materials/items to ensure timely delivery 
· Co-ordinate with Purchase, Accounts Departments for purchasing of material and bill clearance
· Monitor the stock availability in the stores to ensure “No Excess and no Shortage”
· Follow up with Purchase department for the said Requisition for preparation of Purchase Order (PO) Inventory Controlling including defiling slow nonmoving items 
·  Follow up with Vendors/Suppliers for the Delivery of Materials/items to ensure timely delivery at site
· Reporting to Store Manager/Project Manager/ Construction Manager - preparation of monthly reports – received material quantity and balance quantity
·  Coordinate with PMV (Plant Machineries & vehicles) department regarding Availability of machine to be use on site and take necessary action as per the requirement 
· Ensure Material/items supplied from the vendor or transferred from other site should be received by staff of store department 
· Check all formality related to incoming items such as delivery challan, invoice, purchase order, test certificate, weight slip,
· Manage incoming shipments from local and overseas suppliers
· Conduct Cycle Count as part of Inventory management to ensure the integrity of the stock
· Availability in the warehouse
· Experienced store manager with strong leadership and relationship-building skills/ Managed large amounts of incoming calls.
· Maintained proper Documentation processes for the receipt of the goods and supplies/Responded to all customer inquiries thoroughly and professionally 
· Prepare stock Write-off forms for the faulty, stop order, expired and damaged stocks
· Reporting all the shortages and damages to the respective departments for the national and International claims.
· Co-ordinate with Purchase, Accounts Departments for purchasing of material and bill clearance
· Reporting to Store Manager Regarding day to day functioning of stores/Handled customer complaints, provided appropriate solutions and alternatives within the time limits: follow up to ensure resolution.
· Prepare Material Storage list of all areas of projects
· Ensure location in stores/stock yards are marked with label/tags for easy identification, retrieving of Material/items
· Liaise with Supply Chain, Stores, Transport and shipping Departments to ensure efficient movement and storage of goods.
· Ensure all hazardous material is handled carefully as per environment, health and safety norms
· Ensure all materials in stores/stock yards are stacked and stored as per the standard storing procedure/ Performs inventory audits at all warehouses, as required
· Ensure appropriate manual/mechanical methods are adopted when loading, unloading, shifting and placing the material/item in stores/stock yard to ensure safety of personal and material/item
· Ensure all material/items in the store/stock yard are only stored up-to their shelf life period or expiry period and shall be stored separately or returned to vendor after expiry of shelf life
· Ensure separate storing of scarp/discarded material as per standard 
storing system

· Ensure Proper Control & Record Peri/Aluma/Scaffolding hire & Off Hire Process As per Project Requirement 
Duties and responsibilities as Senior Store In- Charge: - 

· Materials Management: Ascertaining requirements of material for development activities & interfacing with vendors for timely sourcing of quality material. Ensuring availability and delivery of right quality materials at the right time, price and terms. Preparing Purchase Orders & ensuring that the proper data is captured in ERP.
· Inventory Management: Handling the inventory function so as to curtail inventory holding expenses monitoring the Inventory by analyzing stock & min-max stock levels. Controlling excess stock, slow moving and non-movable items and keeping a check on inventory.
· Vendor Development: Identifying & developing long-term partnerships with vendors for cost effective purchases of material. Managing day-to-day performance of vendors, conducting rejection analysis and initiating corrective action at vendor’s end to ensure meeting of cost, delivery as well as quality norms.
· Warehouse Management: Handling Warehouse Activities like Receiving, Dispatch & Logistics Arrangements, etc.  Ensuring proper & safe storage of goods and effective management & utilization of space. Strictly adhering to FIFO method and ensuring standardized levels of cleanliness, storage methods, etc. 
Employment History:

Responsible for the following Project during the period, Also involved in identifying and implementing initiatives to reduce the overall Store cost base. 

Project wise details during my stay 

Project: Big Box Retail Park (Festival Plaza AC618)

Position: Project Snr Store Keeper

Period: 27-April 2018 to till date

Project: Expo20/20 AC610 

Position: Snr. Store Keeper

Period: 1 December 2017-24-APRIL 2018

Project: Lamer Jumeirah Open Beach-AC 600

Position: Snr. Store keeper

Period: 12-Oct- 2016 to 30.11.2017
Project: BEEAH Headquarter Sharjah -AC 605
Position: Snr. Store keeper

Period: Sep2016-Oct.2016
Project: Dubai festival City Small Project AC607 Dubai.
Position: Snr. Store keeper

Period: 15July -2016 4 Sep-2016
Project: Dubai World trade center Phase 2 AC606 Dubai.

Position: Store Keeper

Period: 15April 2016-15July 2016
Project: AD20 Head Office Central Store Administration Department Dubai  
Position: Store Keeper./ Admin Clerk
Period: Sep 6 2009-April 14-2016
Project: Al Bhadia Business Park AC540   (Dubai)

Position: Store Keeper

Period: 8-Jun 2008- 5-Sep 2009 

Project: Dubai Festival City AC-79 Crown Plaza. (Dubai)

Position: Site Store Keeper

Period: 6 December 2005 -7-Jun 2008
Project: Dubai Festival City Mall AC-71 (Dubai)

Position: Store Assistant 

Period: 6 SEP-2004 – 5-Dec.2005

KEY SKILLS & QUALIFIATIONS 

· Intermediate in humanities Group 1998.

· From Board of Intermediate & Secondary Education Gujranwala Board Punjab Pakistan

· PC Smart from MS Office (Sep-Nov Dubai 2005)

· Office Management from Institute of Computer Education Kharia Gujrat (Pakistan) Skill Development Council (Oct.2007 -to-Jan2008)

· Proficient in English and MS Office

· COSHH Martials Handling Certificate (Refresher Training) Dec.2010

· First Aider Certificate from Euro link Safety (17Aug-2008
PERSONAL INFORMATION

· Nationality     Pakistan 

· Date of Birth   06/11/1978

· Visa Expiry    30/03/2021 
LANGUAGE PROFICIENCY: 
·  English: Read / Write / Speak 
· Urdu: Read / Write / Speak 
Knowledge of Software Package 

· Microsoft Word.
· Microsoft Excel.
· Microsoft Power Point.
· Internet applications.
· I can work easily on any ready-made software.
· Can work on Internet including browse, e-mail, Online Downloading.
· Online send and receive files.
REFERENCES 



 References shall be furnished upon request.
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