
 

 
 
 

Sk. AZAD ALI 
STORE KEEPER 
 
CONTACT NUMBER:-  
+91 7255838861,+91 8409350286 
Email:-azadlifestyle@gmail.com 
 

PROFILE 
Dynamic, self-driven and  
goal-oriented engineering  
professional with 11 years-experience 
at Spare parts , Oil And Gas, civil,  
Building Construction, Mep,  
Maintenance, Road Construction ,  
Facility Management, Air Port, Hotel, 
 Restaurant, Cattering, Stadium,  
Petroleum, Steam, 
 

TECHNICAL SKILLS 
 

• Operating Systems Windows  
98 /2000/XP/2003/Vista/Windows 7 
/Windows8. 

• Software Packages 
MS Office 2003, 2007, 2010 & 2013, 
Tally, SQL Software Advance.  

• Knowledge of ERP Next/ ERP, 
 NAV & Internet (ERP MICROSOFT  
DYNAMIC) SAP, 

• Internet, Online  
Documentation 

 

Key Professional Experience Details  
 

Ambitious result-oriented Administrative professional with 11+ years’  
experience, seeking challenging position utilizing my technical,  
administrative abilities & experience in MATERIAL COORDINATOR-  
to get the job done well.Strong aptitude with a target focused approach  
Good analytical and problem solving skills Strong Communication and  
inter personal skills; ability to develop rapport with people of various  
backgrounds, cultures and profile Strong Conceptual, Business and  
Analytical skills To always maintain filling system and stock record our  
company procedure. To submitted daily system updation report & monthly  
closing report To attend all correspondence E-mail, Telephone & Fax.To take 
all step necessary to ensure safety rules & security  in store To maintain  
inventory records.  

 

    EXPERIENCE  

 STORE KEEPER , (Archirodon Construction Overseas Co ) 29 
March 2007 to 5 january 2009 
1.Project -Oil and Gas Gasco Plant Abu Dhabi Ruwais.  

 

• Management of all spares related to Drilling rigs Tank heat 
Exchanger pressure Tube , Vehicles, Compressor, and Data 
Acquiring Instrument. 

• Inventory, Stock maintenance of Drilling fluid Chemical. 

• Looking after maintenance and cost control in Operationalfield. 

• Maintaining all the other statutory records. 

• Day to day recording of Stores Inward Materials. 

• Organizing Stores issues & preparation of Issue Vouchers. 

• Preparation of Materials Receipts & Inspection Report. 

• Organizing the Indents & forwarding the same to purchase for 
procurement. 

• Preparation of Critical Spares List. 

• Updating of stock Records. 

• Preparation of Daily/weekly/Fort Nightly/Monthly 
Consumption of Oil & Lubricants, materials Report & 
forwarding the same to Head office          . 

• Physical verification of materials. 

• Preparation of monthly Stock Statement.To control the 
movement of material in warehouses,  
Preparation of Critical Spares ListLis 

• Updating of stock Records. 

•  Preparation of Daily/weekly/Fort Nightly/Monthly 
Consumption of Oil & Lubricants, materials Report & 
forwarding the same to Head office. 

• Physical verification of materials. 

• Preparation of monthly Stock Statement.To control the 
movement of material in warehouses, laydown areas and other 
storage areas at Project locations and/ or Central Store 
facilities. Major Duties & Responsibilities.  

STORE KEEPER  Dodsal engineering And Construction llc,) 29 
March 2010 to 5 january 2011 
2.Project-Qarn Alam Steam  PDO Oman Project  
 



 

PERSONAL 
• Teamwork 

• Good Communication  

• Time Management  

• Planning and  
organization 

• Confident & Positive  
Attitude.  

Language 
English, Hindi, Arbic, 
 

Technical Qualifications 
(Store Management(Stock Control 
( Packaging 
(Inventory Control  
( Communication Skills  
( Storage Condition  
( Documentation and Record Keeping 
( Training and Compliance 
( Safety and First Aid  
( Data Management/Filing  
Discrepancy Control 
 

COVID VACCINATION 
(FULLY VACCINATED) COVISHIELD 
 
1.Dose-26 June 2021 
2.Dose-26 Sep 2021 

 

DRIVING LICENCE 
DL NUMBER:-BR-2920170092150 
Date of issue :-09/02/2017 
Valid till:-17/01) 2030 
Vehicle type:-LMV-NT, MCWG 

• Responsible for receiving, checking and issuing the structural, 
mechanical, instrumentation and equipment spare parts required 
by operation department. 

• 2.Prepare SRV (Store Receipt Voucher) against purchase orders 
and SDR (Supply Discrepancy) if any material discrepancy found 
against PO and packing list / invoice. 

• 3.MESC (Material Equipment Standardization Code) number to be 
marked each piece of material for proper identification. 

• 4.Small items to be binned in a Sequence and bulk items to be 
located at pallet racks.Location numbers to be marked in SRV for 
inputting in computer. 

• 5.Identify any damages during the course of the inspection 
process and generate the Overage Damage Shortage Report 
(OSDR) for forwarding Procurement department as well as the 
concerned official. 

• 6.Doing all types of Materials transferring from store to store 
physically. 

• 7.Doing manual checking of Stock.Attending stock checkers and 
auditors.Attending all types of queries from inputting in 
computer. 

• 8.Doing manual checking of Stock.Attending stock checkers and 
auditors.Attending all types of queries from inputting in 
computer. 

• 9.Attending all types of queries from procurement, inspection 
and operation departments. Assigns and checks work of 
subordinates. 

• 10.Supervises the training of new employees. 

• 11.Generate daily and weekly reports on the material received 
status, OSDR’s Inventory status as well as material Requisition 
status and forward it to the respective Engineers as well as the 
corporate office. 

• 12.Provide Input on all the material requisition notes on the 
availability of the same on site.  

 

STORE KEEPER ( Urbacon Trading And Contracting Ucc, ) 14 
September 2011 to 10 April 2017 
3.Project Lusail Office Tower. Mall of Qatar Tower 26.Sheraton Hotel Villa 
Bharia Town.  

• To receive material as per PO & enter the detail in the computer. 

• Prepare Material receive Note(MRN) & submitted to the account 
department  

• Placing order for material purchase to planning department. 

• Follow up suppliers for on time delivery at required location. 

• Dealing with all kind of cash purchase transaction. 

• Arrangement of vehicle for delivery. 

• Keeping records regarding all kind of store related activities and 
cash transaction. 

• Dealing with supplier and customers for payment and receipt 
related matters.  

• Site visit and random checking of materials and giving proper 
instruction for good arrangements and record keeping. 

• Day to day recording of store activities regarding issue of 
materials to different Projects and Customers and receipt of 
materials from different Suppliers. 



 

 

 

• Follow up the suppliers for the delivery of materials on time as 
per the requirements and demands on different sites and inter-
companies 

• Controlling stock, supervision of sub-ordinates,  

• Controlling stock, supervision of sub-ordinates,  

• To Receive the Material and Check Materials as per our LPO with 
regard specification brand U/M, Qty, & U/Price then entered 
details in the computer. 

• To keep the Material in the right place and in prescribed Manner  

• After receiving prepare GRV/SRV, take approved from Store 
Manager/Project Manager & submit to the same day along with 
the DO/packing list/certificate of Origin with LPO & necessary 
supporting documents to account department. 

• To Issue the material against material requisition & Sign the 
proper Authorization Person.  And approved by PM/CM/SM/OM 

• To Maintenance up to date and correct records Physical Storage 
and Financial Accounts. 

• To Preserve the Material for Maintaining their Original value 
Quality  

• Review & supervision of store works & providing proper guidance. 

• Making careful recommendations after each assignment, 
suggesting.  

• More efficient systems, identifying the strength & weaknesses & 
giving advance warning of potential breaches of corporate 
strategies;  

• Checking current stock position of all kinds of materials 
(hardware, electrical mechanical, plumbing, painting, false ceiling, 
stationery, printed items, electronic, miscellaneous) and giving 
proper instructions and guideline. 

• Placing purchase orders to purchase department to fulfill the 
order level of different kind of materials on the basis of 
consumption report and planning report for a particular period. 

• Follow up the suppliers for the delivery of materials on time as 
per the requirements and demands on different sites and inter-
companies. 

• Reducing the value of different kind of dead/slow moving items 
by co-coordinating with inter companies, projects /sites and 
maintenance department personnel. 

• Arranging the supply of all kind of materials, furniture and fittings, 
refrigerators, washing machine, air-conditioner and other 
materials from group store to different sites, offices, and 
accommodations at different location in UAE/Qatar 

• Making management information reports regarding all kind of 
store related activities at the end of every month or as and when 
required. 

 
 o  

 

STORE KEEPER ( Bin Omran Trading And 
Contacting,) 11 May 2017 to 30 March 2020 
4.Project - Al Bayat Stadium Doha Qatar  

• To always maintain filling system and stock record as per 
company procedure to submitted daily system updating report & 



 

 

 

monthly closing report To attend all correspondence E-mail, 
Telephone & Fax. 

• To take all step necessary to ensure safety rules & security  in 
store 

To maintain inventory records 

• To maintain proper relation with all concerned authority for 
official store material related. 

• Responsibilities for getting them inspected by the expert and 
obtaining the Necessary Certificate. 

• For every theft pilferage damage and spoilage in the store  

• Store verification is Essential for Purpose of Valuation  

• Reads production schedule, stock movement, customer order, 
work order, shipping order, or requisition to determine items to 
be moved, gathered, or distributed. 

• Raise Purchase Requisition for the Store materials on the base of 
Projects and Customers, after proper approval forward to Head 
Office Purchase Dept. for Local Purchase Order. 

• Follow supplier for the delivery of materials, necessary Delivery 
Order and Invoice on time. 

• Receives materials from supplier as per the Local Purchase Order, 
make necessary entry in computer, documentation for the 
received materials. 

• Receive Import materials from supplier and make necessary 
entry. 

• Responsible for notification of Substandard / duplicate materials, 
intimate the same to department head and purchase depart on 
top priority. 

• Forward Goods Receipt Voucher along with the necessary 
supporting documents to Account Dept. for further process, 
related to supplier payment.  

• Day to day recording of store activities regarding issue of 
materials to different Projects and Customers and receipt of 
materials from different Suppliers. 

• Prepare stock report and summary at the end of every month, 
and submit to Group Stores Dept., Accounts Dept. and concern 
Department and Divisional Heads. 

EDUCATION 
 

 
Graduate (Degree) Bachelor of Science (B.Sc)   
 2003 
Jai Prakash University, Chpara, India 

1 Year Diploma in Material Manangement   
 2005 

Advanced Diploma in Computer Application   
 2006 

Diploma in Industrial Safety Manangement   
 1999                                                                              

 
 
 
 
 
 
 

 



 

 

 
 

PERSONAL DETAILS  
 
 

Nationality  :  Indian 
Date of Birth  :  18

th
 Jan 1980 

Gender   :  Male 
Marital status  :  Married  
Languages known :  English, Hindi, Urdu, Bengali and Arabic 
Passport No.  :  M3245131 
Passport Issue Date : 13- November -2014 
Pass Port Expiry             : 12- November -2024 (Issued In Doha) 
Permanent Address :  5/H/26 Bhukalish Road Kolkata 700023 
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