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POST Applied for Store Manager (Store and Inventory) 
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Personal Information 






Name


: Vivek Prakash Mishra

Father’s Name

: Mr. Prem Sagar Mishra 



Date Of Birth


: 30 June 1988

Marital Status

: Married.

Nationality


: Indian.

Religion


: Hindu.                            

Languages


: Hindi & English.
Permanent Address 
: Village- Bhatpurwa, Po- Bachhval District-  Sitapur (UP) 
Mobile No.


: +91 8707453995, 7460888669
E-Mail ID


:  vivekmishra616@gmail.com





Alternative Email ID
: vivekmishra.t1@yahoo.com
Present Salary

: Rs 414,000.0 L/- P.A. besides other Perks.

Expected Salary
: Negotiable.

Educational Qualification:- 




· BA(English) from CSJM University Kanpur  (U P)
· 12th(Science) from UP Board Allahabad (UP)

· 10th(Science) from UP Board Allahabad (UP)
IT Experience  







Diploma Database Management Programming 1 Year  

(Ms Dos, Ms excel Ms Word Ms Power Point Visual Basic Internet, Networking, ERP, Showbiz and Vista)  
Experience






Experience of Store keeper 2 Years (Construction Industry Development Council 18 22 June. 2009 20 Feb. 2011 

Experience of Store Officer 1 Years (Era Infra Engineering Ltd.) 23 Feb. 2011to10 May 2012 
Experience of Site Store Executive in Cinepolis India Pvt.( MNC)  For Mumbai, Vadodara, Bhopal, Jaipur Hyderabad Ltd. 10 May 2012 to  11 May 2014
Experience of Logistics officer in Cinepolis India Pvt. Ltd. (MNC) Head Office Gurgaon  12 May 2014 to 12 Oct 2016
Experience Store Keeper  in Rudra Real Estate VNS Pvt. Ltd. Varanasi (Uttar Pradesh) (16 Oct. 2016 to Till Date 
Objective:-

: HIGH ACHIEVEMENT AND CHALLENGEABLE JOB IS MY AIM
Responsibilities

1.  Material handling 
Handling of all kind of construction material, fix, assets, fire fitting plumbing, and Machinery   
4. Main Advantage of my present job: -Procure the Equipments and Row material required for CONSTRUCTION INDUSTRIES/INFRASTRUCTURE/READY MIX CONCRETE/ T&D division.

a. Receipt of material from deferent suppliers, inspection of material in quantity & quality with concerned head, making MRN/GRN referring challan & P.O. and proper entry in stock ledger & bin card.

b. Housekeeping of material after inspection and MRN in proper manner giving correct location, proper Stacking the same with identification tag informing supplier, challan no. & date quantity etc.

c. Issue of stores material proper requisition from authorized indenter duly Signature by him confirming the material is for proper use and update in issue register

d. Verification of bills referring the purchase order for unit rate, qty., terms of commercial/technical Warranty period etc. as well as verifying the branch debit notes.

e. Maintaining asset ledger for capital item mentioning all required information’s like particular, make, model, sr. no. chassis no., engine no. supplier, bill no.& date, date of receipt, date of   Commissioning, purchase value, deprecation rate, depend upon capital items

f. Preparing debit/ credit note to other branch and sub- contractors 
g. Reconciliation of supplier, purchase & store ledger with accounts and material with user/sub-contractor & final bill of sub contractors.  
h. Stock verification of stores like, spot-checking, periodically & annually physical verification with ledger and discussion with management for surplus, obsolete & non moving items. 
i. Dealing with Auditor for statutory and internal audit and satisfied them in all respect
j. Disposed off for scrape/obsolete items after receiving quotation from various buyers and getting Approval from authorized Officer for the same.
k. Day to day transaction and keeping proper documentation & records update. 

l. Safety and Compliance 

m. Team Leadership and Monitoring 
n. Preparing flash report for HOD.
PROCUREMENT:
a.    Planning with user & planning department for future requirement, receiving purchase indent from them, 

b. Checking availability in stock and making schedule & budget for required materials.

c.  Developing reliable source/ Vender of material supply in right price, right quality, right quantity to 

d. Theright place in right time.

e.    Floating enquiry to related supplier of deferent items/materials asking the terms of commercial/ technical,         

f. Availability, warranty, delivery period etc.

g.  Receiving of quotations from deferent suppliersof related material.
   Making comparative statement considering of all terms like technical information, price, discount, duties, 

h. Taxes, credit facility, delivery period, freight, warranty period etc.

i. Getting registered the supplier in the organization in all respect by filling the prescribed form.

j.        Placing order to selected/competitive suppliers in all respect mentioning terms of technical, price, 

k. Payment, delivery, freight, warranty & genuine goods etc.

l.  Follow up with suppliers to deliver the Equipment and material in time while work should not suffer to lake of material.

m. Regular discussion held with management, suppliers and user department.

n.  Preparing of supplier & sub-contractor liability and considering advance payment.

o.  Maintaining all the records related to Procurement as per the norm of ISO and Organizations.

PROFESSIONAL KNOWLEDGE: 
Good exposure and knowledge of computerized operated Procurement& Stores deptt.
Declaration:-

I hereby declare that all the statements made in this application are true and complete to the best of my knowledge and belief. I shall be responsible if any of the above statements are incorrect at any stage in future.

Date:-____________





Vivek Prakash Mishra 

Place:- Varanasi (UP)
