Vi neeth Vijayan
"Store Executive" - Oange City Hospital & Research Institute

Nagpur, Maharashtra, Mharashtra - Enmil ne on |ndeed: indeed.conir/Vineeth-Vijayan/
ee84e7ea0695181f

| have over 2 years of experience working as a "Store Executive" in a reputed big organisation
based in India. | ama hard worker and a very good learner. | aspire to growin ny career by
joining a good organi sation.

| am good at work and peopl e nanagenent. | possess good conputer know edge. | have
underwent training in courses |ike M5 Excel Level 1, 2 &anp; 3. M5 Wird &anp; Powerpoint. |
have experience working in ERP. | ama certified | SO 27001: 2013 Internal Auditor.

WIlling to relocate: Anywhere

WORK EXPERI ENCE

"Store Executive"

Orange City Hospital & Research Institute - Nagpur, Mharashtra -
March 2016 to Present

Job Profile: -

1. Keep records to namintain inventory control, cost containnent and to assure proper stock |evels.
2. Rotate stock and arrange for disposal of surpluses.

3. Plan and performwork that involves ordering, receiving, inspecting, returning, unloading,

shel vi ng, packing, |abeling and maintaining a perpetual inventory of itemns.

4. Coordinate freight handling, equiprment nmoving and mnor repairs.

5. Perform peripheral site-specific duties as required and instructed by supervisors.

6. Monitoring and updating stock details etc. in Mednet store software. Use ABC, VED &anp; FSN

St ock Anal ysi s nmet hods when required.

7. Report any stock di screpancy to supervisor for appropriate action.

"HR Oficer "
Gul f War ehousi ng Conpany Qatar - Agility Goup -
January 2012 to July 2015

a mul tinational conmpany catering Custonmers in the field of Warehousing, Freight Forwarding,
Records Managenent, Courier and International Relocation Services.

Job Profile: -

1. Deliver new hires orientation programto enable new hires to adjust thenselves to new working
environment and facilitating newcormers joining formalities.

2. Design and devel op Training Cal endar and budget for all type of training prograns, for the
year ahead for all designations within the conpany, according to the needs of the business and
Trai ning Need Anal ysis survey results.
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3. Sourcing and coordinating with external vendors for training that are requested by line

manager s/ depart nent s.

4. Maintaining enployee training records and updating it on a regul ar basis.

5. Assist Supervisors in devel oping and i npl ementing changes in HR policies and procedures.
6. Coordinate in conducting enpl oyee engagenent prograns.

7. Support departnments in conplying with | SO Quality Managenent requirenents and facilitate
various HR related wel fare activities.

"Trai ni ng Coordinator"
M Squared Software & Services - Kerala - Kerala, IN -
July 2010 to Decenber 2011

a US based conmpany with headquarters in Nevada, Las Vegas that deals with security gadgets,
medi cal transcription and software devel opnent.

Job Profile: -

1. Performregular office adm nistration duties that includes: O fice infrastructure nanagenent,
housekeepi ng supervi sion, responding and sending e-mails to head office and clients, nonitoring
time-in &np; tinme-out of enployees, managi ng enpl oyee | eave status and office cash



managenent .

2. Handl e wal k-in enquires, attend tel ephone calls and conduct course induction sessions for new
j oi ners.

3. Train the students in work rel ated processes.

4. Anchoring and conducting course related semnars in well-established educational institutions.
5. Manage training materials that are stipulated within the conpany regul ations.

6. Formulating training prograns and sending it to training manager and to all concerned
departnments for approval .

7. Preparing tools for training.

8. Organize the training that includes: distribution of training materials, nonitor trainees in
training and support trainers in training.

9. Record training plans and training prograns.

10. Maintain enpl oyees and students database.

11. Record results of evaluation and training.

12. Archive records of training, including course content, the training, nunber of students, results,

and feedback.
13. Conduct team huddl es/ counsel ing sessions for trainees when required.

"Manager "

Nair IT Pvt. Ltd - Nagpur, Mharashtra -
Sept enmber 2008 to July 2010

Client: Accentia Oak Technol ogi es.

Job Profile: -
1. To nanage the day-to-day planning, operation and probl emsolving of the teamto neet the
required service |evel conponents, quality and productivity targets of the client.

2. Delivery of teamstatistics, quality and productivity targets &anp; indicators, taking note any
downtime during the day and report it to the managenment |evel superiors.

3. Operational Managenent: Managing the floor, adherence to schedul e and nonitoring of

attendance. Submits daily report to the managenment |evel superiors.

4. Monitoring the portal periodically, prioritizing jobs according to TAT, and assigning jobs to
correct work pool .

5. Coaching and rel ayi ng feedback to MIs/Editors.

6. To notivate the teamto achieve the client targets. Update the teamon the status of work at
the start and end of each shift.

7. Conpiling reports on team s performance and client feedback.

"Process Executive" in Infosys BPO Linited, Bangal ore
Cl SCO - Bengal uru, Karnataka -

January 2006 to July 2008

Job Profile: -

1. To handle end to end order placenent process of G sco.

2. Book orders for custonmers as per Cisco's booking policies.

3. Customer advocacy.

4. Check and avail special discounts, services, |licensing, upgrades etc., to the customners.

5. Receive custoner feedback on products, services etc., and resolve themif any.

6. To work along with logistic teamto ensure that the products reach preci se destinations safely.
7. Provide round the clock 24/7 customer service to the client.

"Sr. Medical Transcriptionist”
DTS Information Systens Pvt. Ltd - Bengal uru, Karnataka -
Decenber 2004 to January 2006

in DTS Information Systens Pvt. Ltd, Bangal ore (A wholly owned subsidiary of DTS Anerica
Inc., Tennessee, USA) from Dec 2004 - Jan 2006. dient: Vanderbilt University Medical Center,
Nashvill e, Tennessee.

Job Profile: -

1. To transcribe docunents pertaining to patient's sunmary of illness, diseases and di agnostic
procedures etc. to avail medical insurance clains as per Anmerican transcription guidelines.

2. To ensure that finished end docunment neets the clients TAT and Quality requirenents.

3. To counsel MI's regarding their errors etc and if needed conduct team huddl es.

Conput er Exposure

Operating System W ndows XP



M crosoft O fice Package: M5 Excel, M5 Word, Ms Access and Power Point.
Experience in working on O acle.

O Conpl eted M5 Excel Level 1, 2 &anp; 3 Courses from New Horizons Conputer Training Center,
Qat ar .

EDUCATI ON

B.Sc. in Mcrobiology in M crobi ol ogy
S.N. G Col | ege, Bharathiar University
April 2004

SKI LLS

St orekeeping / Inventory Managenent / Purchase (2 years), People & Tinme Managenent (2
years)

ADDI TI ONAL | NFORVATI ON
Conpet enci es

0 Effective comunications skills, excellent interpersonal skills, good tinme managenent skills,
results-oriented individual and a very good team pl ayer.
0 Sincere, hardworking and willing to take up chal |l engi ng assi gnnents.

O her Qualifications

0 1'SO 27001: 2013 Internal Auditor Certification from Cons Vantage Consul tancy, Qatar in

Cct ober 2014

0 1'SO 27001: 2013 Awareness Certification from Cons Vantage Consul tancy, Qatar in Septenber
2014

O Carriage of Dangerous Goods by Road Certification in 2012 fromIRU Acadeny in tie up with
Mowasal at - State of Qatar owned Transport Conpany.

O First class in Hindi Parichaya Exam nation conducted by Dakshi na Bharat Hindi Prachar Sabha.
0 Second class in Pratham c Exam nation conducted by Dakshina Bharat Hindi Prachar Sabha.



