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                                   CURRICULUM VITAE
            ANSAR                                                                                                                                                                                 
            Mob No: 0504753686
            E-mail:  anser-399416@2freemail.com 

Post applied for Store Keeper:-
                                                                                                                                                Page 3-1 Objective:
 Seeking a challenging position in any dynamic organization in “Accounts and Store/Inventory to get more exposure and growth opportunities and to enhance skills and knowledge. To explore and exploit my abilities in a fast growing organization. 
 Work Experience: 
· Total 8 years of Experience as an Inventory Controller Under call center/ Store field. 
· 4. Years worked as a  Jr. Store Keeper  under MEP Field
              Dubai, UAE. Since 2014.
· Worked as a Jr.Store Keeper under Drake &Scull PJSC Company Dubai, UAE Since 2014 to 2018. 
· STORE KEEPER (DECEMBER-2018 TO TILL DATE)  
Projects Handled: [Dubai]
· MALL OF EMIRATES 
· TIARA HOTEL- THE PALM JUMEIRAH 
· MALIHA HOSPITAL PROJECT 

· JEWEL OF THE CREEK  

Job Responsibilities as a Store Keeper (Materials)
· Preparing Bin Card system for all incoming materials and stored slow moving and fast moving materials as project requirement.

· Physically counting a sample of total inventory on a regular basis (Cycle Counting)
· Flammable materials are stored in separate container and display the MSDS for each material.

· Supervising the warehouse workers and controlled their activities for material loading and unloading.

· Maintaining inward and outward register for all incoming materials and resources.

· Arranging vehicles for delivery/Co as per the requirement.
· Analyzing the stock variances thoroughly and rechecking the same through proper recounting.

· Materials are arranging department wise and issued these material through issue book.

· Monitoring all the materials for delivery by taking the exact count of all outgoing and incoming materials.

· Receiving containers, checking the items and forwarding the details to concern through proper channel. 
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Job Responsibilities Store Keeper (Document /LPO-INVOICE-DO-SMR-MDIR)
· Receiving Purchase Requisitions from all Divisional Managers and entered in Tally /ERP 9.2 software.

· ERP entered purchase requisition forwarded to the concerned person for releasing the Local Purchase Order.

· After receiving LPO, follow up to the supplier and arranging timely required material.

· Entering GRN /OV in the system after receiving the goods from the supplier and checked by the warehouse.

· Prepared Goods Receivable Stamp for all Delivery Notes and send it to the Divisional Managers and Project Managers for certification. These certified delivery notes send to the accounts department for releasing payment.
· Sending arrival notice to all the Divisional Managers about the incoming goods daily basis.

· Co-ordinate with the Quality Control department and Consultant Engineer for inspecting all the incoming materials.                                                                                                                                 

· Preparing a Stock Reconciliation Sheet and forwarding the same to Finance Department for approvals.
· Every month preparing a stock statement for all incoming and outgoing materials and send it to the QS department.

· Responsible for annual inventory count at all the showrooms and warehouses.

· Conducting perpetual inventory count on monthly basis at the warehouse to avoid annual stock discrepancies.

· Overall management of materials in Stores and inventory activities.

· Preparing GRIR [Goods Received Cum Inspection Report] for all the incoming materials and send it to the Project Engineers and Project Managers for certification.

· Certified GRIR entered in ERP software and send it to the Accounts department.

· All received materials are entered in a separate stock register and prepared monthly stock statement for all materials, and send it to the higher officials.

· Co-ordinate with the purchase department and finance department for incoming and outgoing materials.

· Daily stock checking for A-Class materials and periodical checking for B and C-Class materials.

· Arranging samples for all the outdoor projects/Suppliers.
Academic Qualifications and Skills:-
· Passed Higher Secondary (+2) from (W.B.C.H.S), West Bengal Board year of 2008.
· BBA from Institute of management & technical studies Noida U.P.                               
· Computer Diploma Basic Certified course in Delhi (Gurgaon) Year of 2012.     
· Tally ERP.9.0 Certified course in Delhi (Gurgaon) Year of 2012.
· Proven work experience as a Store Keeper.
· Good knowledge of vendor sourcing practices (researching, evaluating and liaising with vendors)

· Hands-on experience with purchasing software.

· Understanding of supply chain procedures

· Solid analytical skills, with the ability to create financial reports and conduct cost analyses

· Critical Thinking/ Problem Solving

· Communication Skills/ Negotiation skills

· Cooperation/ Team Working
Software Skills                                                                                                                                                                                                                                  
· Comprehensive knowledge of MS Office (Word, Excel & PowerPoint), Internet and E-mail applications.
· Worked with Tally, ERP software. 
Personal Profile                                                                                                                 
·    Date of Birth 
     
 :   15th March1988
·    Gender

     
 :   Male

·    Marital Status        
 :   Single 
·    Religion

 :   Islam
·    Languages Known 
 :   English, Hindi, Urdu and Bengali. 
·    Nationality            
 :   Indian 

·    Hobbies
     
              :   Reading Books,                                       
Commitment: -
I assure that all the statement made above is correct and I am capable of doing the same. In addition what I will prove is my hard work and sincerity, if I get a chance to prove.

ANSAR    
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