
RESUME
SandipSomnathChavanke

PermanentAddress:

Room No.6,YogitaHo.Co-opSoc.

AshokNagar,Satpur,Nashik-12.

MobilNo.:+919420004111,

Email:chavankesandip@gmail.com

Objective:
Toobtainastablesituationwithadevelopment-orientedcompanyintheareaofadministrative

backgroundwheremyhighregardforloyalty,capacityforhardworkanddiligenceshouldbemerited

andareasonforjobsecurity,jobsatisfactionandunlimitedpromotionalprospects.

EducationQualification: B.Com withPassclassinApril2006(PuneUniversity)

WorkExperience:

Duration: From May2016totilldate

CompanyName: R.D.EngineeringPvt.Ltd.(Sinner)

Position: StoreIncharge&PurchaseOfficer

JobProfile:

 TocreatetheGRNinSAPSystem.
 Preparingstockstatementondailybasis.
 SendingdispatchdetailstocustomerandCourieringthedispatchdetailstocustomer.
 Coordinatingwithsuppliers/transporterandwithlocalwarehousingforlocalpurchase.
 PrepareMaterialIndent&supplierwisepurchaseorder.
 Toreceived&issuematerialsondaytodaybasiswithproperdocumentation.
 Updatingstoresentriesinsystems&manuallyondaytodaybasis.
 MaintainingthereorderlevelsofBoughtoutmaterials/spareparts/RawMaterials.
 Preparationofmonthlyreceipts/consumptiondetails.
 Preparationofstockreportbyphysicalchecking&reportingvariations,ifany.
 ReviewingofpendingPurchaseorderweeklyandfollow-upwithsupplierfordelivery.
 Receipt/preservation/issueofvariousmaterialsphysicallyandinsystem.
 MonitoringandReconciliationofJobworkmaterials-physicallyandsystem.
 Ensurediscipline,Safety&5SworkplaceinstoreAreas.
 TakesMonthly,Halfyearlyandannualinventoryandmakereports.
 Segregated&IdentifyStorageforRejection&Scrap.
 DailyCommunicationwithtransporter/Supplier/Production&otherdepartment.
 AllPurchaseInvoice&Transportbillschecking&sendtosubmitfinance&A/cDept.
 Collectthequotesfrom thesupplierandmakethecomparisonchartwithlastcostand

sellingpricefortheapproval.
 Correspondenceanddealingwithsuppliers,carriersetc,regardingshortages,rejectionetc.,

reportedbythepurchasedept.
 Reviewingofpendingpurchaserequisitiondailybasisforsendingenquirytosupplier.
 Verificationandpassingofsuppliersbillstoseethatpaymentsaremadepromptly.



Duration: From Nov.2013toFeb.2016

CompanyName: KlasspackPvt.Ltd.(Nasik)

Position: Store&DispatchExecutive

JobProfile:

 PreparingGRN(GoodsReceiptNote).

 MaterialInwardoutwardrecords.

 PreparingIndent&localPurchaseorder.

 RawMaterialReconciliation.

 MaintainRawmaterialStockMonthwise,Item wise.

 Preparingmonthlystockstatementreport.

 UpdatePartI&PartIIEntry.

 FollowUpthematerialthatsendsforjobwork&close57(F)4challan.

 Dispatchthematerialasspecifiedpackagingandpreservation.

 ArrangeDispatchMaterial&followupproductiondept.

 Followuptransporterdispatchmaterial.

 ReceivingtheallincomingMaterial–Qty.checkingofincomingMaterial.
 AllMaterialitems&partspreservationinpropercondition.
 Prepare57a(F)4&followupjobworkmaterial.
 Reconciliationforjobworkmaterialclosechallan.
 Managedaytodayactivitiesofreceipt,storage&dispensingofincomingraw materials
maintainingtheFIFO.
 Maintaininsystem JobworkStock&RawMaterialstock.
 Maintainminimum stocklevel&usekanbansystem.

Duration: From Jan2009toOct.2013

CompanyName: PowerDealEnergySystems(I)Pvt.Ltd.

CurrentPosition: Jr.Officer(PPC)

JobProfile:

 PreparationOFBOM (BillOfMaterial)from Shopsketch

 ProcurementPlanningup1%to2%Wastages(MaterialProcurement)

 RaiseRawmaterialIndent&PurchaseOrder

1)JobCard&RoutSheetPreparation.

2)PreparationBatchwise&DestinationwiseBundlingPlan

3)JobCardWiseCuttingPlaninminimum wastages

4)PreparedCustomerInspectionList.

5)PreparedDispatchPackingList.

6)MIS(ManagementInformationsystem).

7)PreparationMonthlyPlan&MonthlyReview

8)SteelInwardNote(SIN&MRN)

9)SteelIssueforProductionLengthWise&SectionWiseAsperCuttingPlan

10)RawMaterialReconciliationwithPO&ActualReceivedmaterial

11)PreparationAnnualReport

12)RaiseRawmaterialIndent



13)RawmaterialfollowupwithProcurement(Purchase)department,

14)Co-ordinate with Production & Despatch departmentfortimely batches

completion.

DevelopmentActivity:-

 Packing&PreservationView.
 5SofHousekeepinginstore.

 InventoryControl&Analysis.
 MIS-DailyreportofMaterial&productionReceipts&Issue.
 MaterialManagementi.e.loading,unloading,weighingetc.
 Supplier&CustomerCommunication

AcademicCredentials:

 BachelorofCommercepassedin2006from K.T.H.M College,Nasik,whichisaffiliatedtothe
UniversityofPune.Securedpassclass.(50%)

 HigherSecondaryCertificate(StandardXII-Commerce):Passedin2003from K.T.H.M.College,
Nasik,thisisaffiliatedtotheMaharashtraBoard.1stClass.(64%)

 SecondarySchoolcertificate(StandardX):passedin2001with1stclass(60%)

ComputerSkills:

 MS-CITCertified

 Tally9.02Version

 SAPSystem B1

 OracleSystem

 WellCommandonComputerBasiclikeMicrosoftWord,Excel,andInternet.

TotalWorkExp.: 10Year

PersonalDetails:

DateofBirth : 1stJuly1986

MaritalStatus : Married

RelevantExp. : Store,Dispatch,Planning&Purchase

Gender : Male

LanguagesKnown : Marathi,Hindi&English

TobestofmyknowledgetheaboveinformationisCorrect.

YourFaithfully

Place:-Nasik

Date:- SandipChavanke


