
 MOHAMMAD MUSTUFA

                         STORE KEEPER CUM PURCAHSE OFFICER

Mobile: +91 967 4462 463

WhatsApp No: +91 967 4462 463

E-Mail: mustufa068@gmail.com

                                        ORGANISATIONAL EXPERIENCE

                                 Total Gulf Experience 13 Years 2 Month

                                            Nepal Experience 6 Month

            

 Worked in Saleh al Sitwi Building constructon Company Pvt Ltd. Al Qassim & Riyadh KSA. Miscellaneous 
work ( Wall & Spray Painter & Block Factory dumper operator Since 10.02.2004 To 25.07.2010 (6 Years 6 
Month)

 Worked in Heavy Engineering Industry & Shipbuilding Constructon Company in Kuwait (K.S.C).As 
Assistant Store Keeper Since 27.10.2011 To 07.06.2014 (Pipe line project Hyundai KOC & Kotc project 
Hanwa (2.7 Years)  

 Worked in Marasi Industrial & Marine Services Fujairah (UAE). As a Senior Store Keeper and Purchase 
Officer and Account Assistant Since 16.05.2015 To 00.07.2019 (4 Years 1 Month) MechE E&IE Tank 
CleaningE Machining & Valve repairing dept. Inside Oil & Gas plants FOTTE FOTE POF & AGEAN.

 Worked at Sri Durga Fabricators & Erectors as a Store Keeper & Time Keeper under the contract of 
Riddhi Siddhi Cement Plant Pvt Ltd Ratomate Hetauda Nepal Since 22.09.2020 to 13.04.2021.

             (6 Month)

Key Performance Areas:

 PURCHASE REQUISITION:   Initate purchase requisiton for the replacement of stock of all regular stores’ 
items whenever the stock level of any item of store approaches the minimum limit especially fast-
moving material.

 MATERIAL FROM VENDOR:   Materials received from vendor check Qty and Quality and MTC if required 
according to the Company LPO from the vendor DO and make a label “MATERIALUNDER INSPECTION” if 
any material require Q.C inspecton.

 MATERIAL INSPECTION NOTE  : Raise the MIN and send to the Q.C department along with Vendor Do 
Copy and MTC for quality cheque by the Q.C In charge of the Company.
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 GRN IN SYSTEM:   Do the GRN in system afer material approve by the Q.C Inspecton and write the 

computer generated GRN Reference no on Vendor Do and fle it along with MIN+GRN+MTC.

 GOODS ISSUNACE:   Afer the material inspected and passed by the Q.C In charge Issue the material to 

the required project against Requisiton Slip given by the site in charge (Supv EFMEChargehand). And take 

the print out of Good Issue Note generated by the computer and atached GIN and Requisiton Slip and 

fle further record.

 CODIFICATION OF MATERIAL:   Write the asset no on Asset/Tool for traceability and make a label of each 

and every item in the rack.

 MAINTAINING THE DOCUMENTS:   Maintain the Document like MTCE MINE GRNE GINE MSDS for the audit 
purpose.

 MAINTENANCE OF ASSETS/TOOL:   Maintain of assets/tools using the TPR (Tool Possession Record)

 MAINTENANCE OF PPE RECORD:   Maintain of PPE Record of employee as per company instructon. 

SAFAETY OF MATERIALS: Ensure safe keeping both as to quality and quantty of the materials

 OVER SHORTAGE & DAMAGE REPORT:   Material shortageE damage and overage & their endorsement of 

carrier document with over short & damage conditon on carrier and notfy to concern department in 

order to claim the issuance of materials.

 COMPUTERIZED INVENTORY CONTROL:   Generatng of receiptE maintenance of warehousing and 
checking regular status of the inventory with the system balance.

 SUPERVISION:   Coordinate with the Store Head for further supervise of the stores and do the needful as 
per the requirement of the company.

ACADEMIC CREDENTIALS     

 S.S.C FROM ABDUL QAYUM ANSARI CHAPRA UNDER B.S.E.B (1997)

 H.S.C FROM D.A.V COLLEGE UNDER B.S.E.B (1999)

 PROFESSIONAL SKILLS

 SAP T CODES (Purchase Department)

MKVZE ME21NE ME22NE ME23NE ME9FE ME2ME

ME51N ME52NE ME53N

ME41E ME42E ME43E ME47E ME49
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 MIGO – Store Department

(101 -GRN & 102- GRN REVERESE) (201-GI COST & 202-GI COST REVERSE)E

(261 -GI ORDER & 262 -GI ORDEER REVERSE)E (MM60 & MB90)

(241-GI ASSET & 242 GI ASSET REVERSE)E 309-TRANSFER POSTING

ME2BE 122 – RETURN TO VENDOR

MB51E ME52E ML01NE ML04E ML05

 ACCOUNT DEPTT

MIROE FBL1N

COMPUTER & EXTRA SKILLS

 Profcient knowledge of Microsof Word/Excel/Power Point

 MM Knowledge of SAP ERP

 Typing speed up to 30 words per minute

 Photoshop Basic & HTML Basic

 Basic Safety Officer Course

 First Aid Training Course in UAE Organized by Company 

 Fire Fightng Course in UAE Organized by Company

       PASSPORT DETAILS

 Passport No : T2090000

 Date of Issue : 16.10.2019

 Date of Expiry : 15.10.2029

 Place of Issue : PATNA

 Vaccinaton : 1st dose of Covishield done on 23.07.2021

       PERSONAL DETAILS

 Father Name : MOHAMMAD JAMALUDDIN

 Date of Birth : 20th June 1973

 Natonality : Indian

 Marital Status : Married

 Religion : Islam

 Language Known : EnglishE HindiE UrduE Arabic

 Language Speak : EnglishE ArabicE Hindi

 Permanent Address : 1/2/H/32E Jiban Krishna Ghosh Road BelgachiaE Kolkata-700037

I do hereby declare that the informaton furnished by me is true Declaraton and best of my Knowledge.

PLACE             (MOHAMMAD MUSTUFA)
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সুিবধােভাগীর নাম

িল�

বয়স

আই িড এর �কার

ভ�াকিসেনর নাম

�থম �ডাজ তািরখ

�কাকমী�

পরবতী�  �কাকরেণর তািরখ

�কাকরেণর �ান

Beneficiary Details

Vaccination Details

Beneficiary Name /

Gender /

Age /

ID Verified /

Unique Health ID (UHID)

Beneficiary Reference ID

Vaccine Name /

Date of 1st Dose /

Vaccinated by /

Next due date /

Vaccination at /

Provisional Certificate for COVID-19 Vaccination - 1st Dose 

This certificate can be verified by scanning the QR code at 
http://verify.cowin.gov.in

Together, India will defeat 

COVID-19”

In case of any adverse events, kindly contact the nearest Public Health Center/

Healthcare Worker/District Immunization Officer/State Helpline No. 1075

“দাবাই ভী অর কড়াই ভী।

�কানও �িতক� ল ঘটনা ঘটেল, দয়া কের িনকটবতী�  জন�া�� �ক� / �া��েসবা কমী�  / �জলা �কাকরণ 

অিফসার/রাজ� �হ�লাইন নং ১০৭৫ এ �যাগােযাগ কর�ন

- �ধানম�ী নের� �মাদী

Mohammad Mustufa

39

Male

Passport # T2090008

62385774280830

COVISHIELD

23 Jul 2021 (Batch no. 4121Z112)

Between 15 Oct 2021 and 12 Nov 2021

Sankari Saha

Marwari Relief Society, Kolkata, West

Bengal


