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Objective
Interested in achieving a suitable placement in the field of computing and Administration in growth oriented organization which offers divers job responsibilities in order to utilize and improve my skills Knowledge and experience, looking for a right placement as Store Keeper Cum Inventory Controller /Warehouse Coordinator


Academic achievements

· Diploma in Computerized Accounting & ERP (Microsoft GP, Quick books, Tally )
·  Diploma in English ( Eastern University, Sri Lanka ) 
· Certificate in MS word ( Excel, Word, Access)
· GCCE O/L ( Credit pass with English )
· GCCE A/L ( Graduated In Economics, Political Science& Geography )
· Certificate in Draughtsmanship ( AutoCAD ) 


Store Keeper cum Inventory Controller 
· Receiving Inventories and checking with supplier delivery Notes and Issuing Receipt Note
· Dispatching of Inventories against Dispatch of Advice & Material Request Note
· Updating the system with DN and RN
· Preparing reports for Damaged stock and Expired Items Coordinating with the Finance for the regular stock count
· Receives delivered supplies, materials, and equipment; confirms that delivered goods match purchase order specifications of quantity, condition, model number, etc. completes all necessary paperwork for stock items received, and forwards to supervisor.
· Conducts weekly cycle counts of inventory materials based upon computer-monitored suggested re-order listing; assists in conducting complete physical inventory count annually.
· Organizes and maintains warehouse and inventory yard areas for efficient material storage and handling. Maintains labeling system on each stock item.

Warehouse Coordinator
· Process purchase requisitions / orders within purchasing authority
·  Invite and award/recommend supplier tenders, bids, quotations, and proposals  
· Establish and negotiate contract terms and conditions, and maintain supplier relationships
·  Prepare and maintain purchasing records, reports and price lists
· Work with internal and external stakeholders to determine procurement needs, quality, and delivery requirements
· Assist in the development of specifications for equipment, materials, and services to be purchased  
· Administer contract performance, including delivery, receipt, warranty, damages and insurance  
· Reconcile or resolve value discrepancies
· Comply with and maintain knowledge of applicable rules, legislation, regulations, standards, and best practices  
· Address staffing resource needs and supervise purchasing clerks
· Develop and maintain constructive and cooperative working relationships with colleagues and management





Work experience

Inventory Controller cum Storekeeper (2013- Until now)  

Having worked as Inventory Controller cum Store keeper in Simex Group (Trading Company) in Doha last 4 years 


Warehouse Coordinator cum Material Controller (2010-2013)

[bookmark: _GoBack]Having worked at Raincoand trading company in Sri Lanka for 3 years and gain many experience in inventory management.


Typical work activities
· Ensure all inventory and stock management systems are maintained accurately, 
· Responsibility for purchasing and the “in-stock” levels within the agreed inventory parameters.
· Purchase inventory within the agreed budgets.
· Immediately alert the Retail Manager when a budget is exceeded.
· Maintain a process for returns. Manage a defined area in the storeroom for returns/credits. This area will include out of dates, damaged and un-saleable goods.
· Maintain harmonious working relationship with Suppliers/Vendors.
· Oversee and assume responsibility for the POS system and the Electronic Ordering Systems.
· Provides assistance with fixed asset management activities including data entry, inventory, and disposal of fixed assets; conducts asset research; provides necessary inventory reports for warehouse and accounting departments.
· Serve as a resource for others in the department at times to fulfill their assignments.
· Troubleshoots any assigned problems with purchase orders, deliveries, or pickups that require special attention.
· Coordinates returns process including contacting vendors, departments, and buyers regarding call tags and return authorization numbers for pickups, shipment shortages, and/or damages, and accounts payable issues.
· Performs physical inventories, tags asset items at campuses, palletizes stock, and pulls warehouse surplus as required.

Establishes standards, tools and procedures for use on the project, including Issue
Language skills:
· English
· Tamil
· Malayalam 

Strengths
· Effective interpersonal communication and initiatives.
· Having excellent computerized inventory control knowledge and ERP system 
· Abilitytohandlehigh-pressuresituationinaprofessionalandeffectivemanner.
· Having excellent IT skills and Ability to adapt to new systems upgrades easily.
· Being accurate, reliable and honest.

Personal profile

Full Name	: Mohamed Nawfer Ahamed Deedat

Civil Status			: Single
Date of Birth	: 10th Oct 1991
Age	: 26 years

Gender				: Male

Nationality			: SriLankan

PassportNumber		: N3103346

VisaStatus			: NOC with Work Visa

Experience			: 4 Years in Qatar&3 Years in Sri Lanka



I do hereby certify that the above particulars furnished by me are true and accurate to the best of my knowledge.
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