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CURRICULUM VITAE

PRADEEP KUMAR PONNIATH

Po Box # 2652

Dubai, U.A.E
Mobile :  +971 55- 6955709

E-mail  :   ponniath24@ymail.com


EDUCATIONAL QUALIFICATIONS   

· Bachelor of Arts – Course completed from P.S.M.O College, Tirurangadi, Calicut University.
· Post Graduate Diploma In Computer Application (PGDCA)
· Certificate in Computing, IGNOU, New Delhi.
SKILLS
· Excellent interpersonal skills.

· Achievement oriented with ability to work under pressure.

· Proficient in Computer & Internet usage.

WORK EXPERIENCE
1. Company

:
Al Nasr Leisureland

    Duration

:
February 01–02- 2008 to Till date.

    Designation
:
Purchase Assistant
· Co-ordinating and taking approval with the purchase manager the daily purchases.

· Monitoring the inventory levels at Re-ordering management systems.

· Verifying the quality of the products delivered.

· Crosschecking of the material quantity delivered as per referred in the LPO.

· Preparing GRN (Goods Received Note)

· Allocating, storing of the delivered materials & maximum utilization of available space

· Recording the disputes and informing the chief Auditor.

2. Company


Intercat LLC, Dubai.

    Duration


February 2002 to January 2008

    Designation
Store Keeper
Nature of Work

· Job includes coordinate stock activities, ordering materials and receiving

· Interaction with all the suppliers.

· Incoming and Out going goods monitoring.

· Monitoring dispatch, Inventory maintaining, inventory updating at maximum and minimum levels

· Verifying the quality of the products delivered

· Cross checking of the material quantity delivered as per referred in the LPO

· Preparing GRN (Goods Received Note)

· Allocating, storing of the delivered materials & maximum utilization of available space

· Issuing and supply of materials as per site requirements to various projects

· Preparing GIN (Goods Issue Note)

· Stock taking and making stock reports for managers for further checking

· Maintaining records of stock both manually and computerized

· Verification of all entries made in the computer.
· Handling all documentation related to site works & stores such as ordering, contracts, Invoices, L.P.O.s, D.O.s, Job costing & Stock reports 

· Dealing with suppliers and Data entry.

· Follow up on outstanding materials with respective suppliers. 

OTHER INFORMATION
Nationality             

:
Indian 

Date of Birth


:
25 th April, 1973

Languages Known

:
English, Hindi, Malayalam

Marital Status


: 
Married

Visa Status


:
Employment (Transferable)

Passport Details

Passport No

:
E9307329

Place of Issue

:
Dubai, U.A.E

Date of Issue

:
02.06.2004

Date of Expiry

:
01.06.2014

DUBAI DRIVING LICENSE HOLDER
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