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Rajesh.B 
 Mobile: 0097150-1568608
 Mobile: 0091 9705994793
 b.rajesh16@yahoo.com

Job Objective: Store keeper, Secretary, Document Controller
PROFESSIONAL PROFILE

· Currently working at Eastern International LLC, as Secretary   
· Abilities in harmoniously managing day to day tasks with a talent for Building Construction, Administration, Inventory Control, Techno-Commercial functions, Procurement, Vendor Management, Documentation & Client Relationship Management in line with industry best practices.

· Distinction of effectively steering Procurement with accomplishments at spanning reduction in Material Costs and enhancing Vendor Performance.

ORGANISATIONALL EXPERIENCE

Since 23.09.2003 with Eastern International LLC, Sharjah, UAE as Store keeper, Secretary & Document Controller 

A Bukhatir Group of Companies   

Reports to M E P Manager & Project Manager
Areas of Expertise
Warehouse Management
· Planning, directing and maintaining an efficient store operation; assigning and evaluating the work performance of personnel assigned to the store. 
· Controlling operations with focus on delivering the required service offerings and service performances as specified in Service Level Agreements.
· Chief responsibilities include:
Planning 

· Interfacing with Internal Departments and Product Management for forecasting inventory requirements to replenish and allocate products to branches as the case may be.

· Generating regular reports on warehouse utilization, inventory and stock movements to facilitate decision making by senior management.
· Sorting out the problems related to Purchase Department and Account Department.

            Arranging   equipments on rent through Maintenance Department/Purchase 
             Department as per site requirements.
Stores Management
· Maintaining optimum inventory levels to achieve maximum cost savings with minimum holding of stock.
· Arranging infrastructure across Warehouses to ensure smooth flow of operations.
· Conducting regular checks to ensure safe and accurate custody of inventories.
· Monitoring the adherence to Good Housekeeping Practices reviewing work safety and security requirements for developing a ‘Best-in-Class” facility.

Receipt & Dispatch
· Organizing and managing incoming and outgoing material activities to ensure accuracy, completeness, and excellent condition of items.
· Monitoring the receiving of stocks; processing of Bar-coding, Scanning and GRN’s for the same.
· Ensuring delivery of products at the right time and right place.

Logistics Management
· Managing Inward, Internal and Outward Logistics Operations in tandem with company guidelines.
· Focusing on smooth coordination with Service Providers and External Agencies, facilitating uninterrupted flow of operations and the timely delivery of goods.
· Responsible for working on optimum logistics model.
· Overseeing the dispatch of Products to all Channel Partners, branches, and sub-distributors locations; ensuring adherence to Documentation and Internal Norms.
· Liaising with Finance & Accounts to ensure for timely release of payments to Suppliers and Transporters.

Fleet Management
· Evaluating and implementing multi model transportation solutions for ensuring on time delivery & following transit norms. 
· Arranging Transportation for all sites relating to Labors /Staffs.
· Evaluating the driver Log Sheet and forwarding to accounts department for calculating their wages.
Labor Logistics Management
· Ensuring arrangement of Accommodation and Medical facilities for labors.
· Coordinating with HRD/Account Department for arranging all labor’s requirement.

Significant Achievements
· Distinction of introducing Time Punching Machine for better control on labours OT.
· Merit of being promoted twice within short span based on the good performance.

· Educational/Professional Qualifications

School of Secondary Certificate in Narayanaraopet, Mdl: Siddipet, Dist Medak, A.P 
Board of Intermediate Education Govt Jr College Siddipet, Dist Medak, A.P

Computer Basic Packages:
(Ms Office, MS Word, MS Excel, MS Power Point, MS Outlook & Internet)

Inventory Packages: Oracle Business Application
· Professional Work Experience 
· From Oct  2003 to  to  June 2004 
ENOC/ EPPCO Service Station Site no 1110 (S-296) in Sharjah for Storekeeper 
· From June  2004  to   Feb  2005
ENOC/ EPPCO Service Station Site no 1118 (S-297) in Sharjah for Storekeeper
· From  Feb  2005  to  Jan 2006 
Maintenance & Renovations of Al Thaw ban Camp for Special Operations Headquarter at Dhaid for Military Works (MW/SO/011/2004) for Storekeeper
· From  Jan 2006   to  Jan 2007  
for Storekeeper
· From  Jan 2007   to  Jan 2008


· From  Jan 2008   to  Nov 2008  



· From  Nov  2008   to   Aug 2009
ENOC/ EPPCO Service Station Site No. 1075 (D-342) in Dubai for Storekeeper
· From  Aug  2009  to  Till date
 Eastern International (Head Office)   M E P Division for M E P Manager Secretary / Document   Controller
· Extra Activities

All Office Document Activities, Making client or subcontractors Payment certificate, Assistant for consultant, Office Correspondence, Subcontract Correspondence, Timekeeping, HR activities to all Sites / Labour Accommodations
Personal Profile
Name


:
Rajesh.B
Date of Birth

:
12.07. 1982

Sex


:
Male

Marital Status                   :             Married
Nationality

:
Indian

Religion                    
:              Hindu 
Present Address 
:
Eastern International P.O. Box. 1596, Sharjah. U A E.

Permanent Address
:              Post: Narayanaraopet, Mdl: Siddipet, Dist: Medak, A.P,  India
Languages known
:
English, Hindi, Telugu, Tamil
· Passport Details

Number

:
J 3469712
Date of Issue 

:
14.09.2010
Date of Expiry

:
13.09.2020
Place of Issue  
:           Dubai
· Declaration:-

I hereby declare that the above written particulars are true to the best of my knowledge and belief.

Yours Sincerely,

Rajesh.B



