RAJEEV KUMAR RAI
Rz-G/51 Sita Puri Part-II, Opp C-1 Janak Puri, NEW DELHI -110045

Mobile: 9958011269, Email: rajiv_rai1@hotmail.com


ASSISTANT MANAGER (logistics & Purchase)
PROFILE:

· A competent, highly motivated and dynamic professional with a successful track record in driving the overall operations entailing.
· Sincere, hard working and dedicated to maintaining high quality standards, systems and team morale/ motivation.
· Demonstrated abilities in maintaining computerized accounts
· Result oriented responsible professional with a matured approach and able to make an effective contribution to the performance of a team with good leadership and motivating capabilities.
· Technical and professional abilities for team to enhance superior quality work. Adept in creation and implementation of novel ideas with progressive approach.
· Thorough professional, with high caliber, work orientation and ability to handle multiple functions and activities in a high pressure environment due to inherent ability to identify and prioritize tasks at hand.
· Demonstrated capabilities in observing technical methodology to perform assigned tasks.
· Multilingual with proficiency in Hindi, English and Bengali.


PROFESSIONAL EXPERIENCE
INFINITI TELEVISION & TELECOM PVT.LTD., New Delhi
 
                         October-2016-till date.
                           

  Assistant Manager (Supply Chain- Purchase)

· Responsible for making PRs, Indent, Comparative analysis & PO.
· Taking quotation from vendor.
· Responsible for procurement, customs clearance, warehousing& distribution of STBs.
· Coordination with Vendor/Suppliers for inquiring & purchasing materials. Reviewing requisitions for goods and services, requesting for quotations, Solicit bids, Comparing quotes & generating CQ & Indents.

· Coordinating with Suppliers towards timely submission of Invoice. Coordinating with respective locations/sites for submission of GRN. Timely submission of documents to enhance/support the Payment cycle. Preparing PRS & Coordinating with the Accounts dept. for submission of the same.

· Identifying potential vendors and suppliers and negotiating with them for seamless supplies of materials

· Defining various processes related to procurement, vendor development and stores management and effectively plan / schedule availability of materials for production at all times.
· Successfully procuring and sourcing materials to ensure optimum inventory level at the plant and develop cost effective solutions / substitutes for various materials

· Successfully establishing systems and procedures for effective monitoring the flow of materials and inventory control. 

· Handling Warehousing and Import of goods (Stb's, encoders, decoders, 1550Tx and all the cable TV related equipments), clearing of goods in Custom

· Ensuring RMA materials are tracked until its return and put in use.
· Follow Up with Vendors: Follow up with the vendors for the right stocks at right time.
· Handled Corporate orders from the time of PO received.
· Placed customer order & meeting the delivery schedule.
· Evaluated and negotiated with vendors on the price and regularly coordinate for timely deliveries and quality and ensure their timely payments

· Ensured smooth co-ordination for quality / quantity inspection, transportation and planning & scheduling shipments for effective inventory management

· Also ensured quality checking and sample evaluation Played an important role in establishing quality standards and implementing stringent quality control systems to enhance quality of products

REVERT EXPERIENCE

DEN Networks, New Delhi





                         October 2010-October-2016
                          


Assistant Manager (Supply Chain- Warehousing & Logistics)
· Responsible for making all the movements of materials Form Central Store to Respective Site/Branch/Sub-warehouse & regional office in PAN India.
· Co-ordinate with customer service, operation team for transaction of STBs.
· Responsible for warehousing & distribution of STBs & Headend Equipments.
· Making Reports in Excel Reporting all M/S Related Work given also tracking and Keeping all type of information related to incoming Material & Demo Material.
· Maintain Stock ledger of Stbs, CATV & Digital Material
· Monthly CPE Inventory taking & tally with physical stock Vs System Records.
· Making All Commercial Documents & Inward/Outward Form which required for transfer the materials in States Wise Like: -UP, Bihar, Jharkhand, West Bengal, Uttarakhand, Kerala, Karnataka, Gujarat, Delhi, Rajasthan.

· Planning for dispatch of consignments as per forecast & Indent received time to time.

· Defining various processes related to procurement, vendor development and stores management and effectively plan / schedule availability of materials for production at all times

· Handling Warehousing and Import of goods (Stb's, encloders, decoders, 1550Tx and all the cable TV & Broadband related equipments), clearing of goods from Custom.
· Ensuring RMA materials are tracked until its return and put in use.
· Follow up with the procurement team for the right stocks at right time.
· Ensured smooth co-ordination for quality / quantity inspection, transportation and planning & scheduling shipments for effective inventory management.

· Preparing Consumptions, Accountability.
· Managing all activity for Purchase in warehouse.
· Collecting quotations & Developing Vendors for Transportation.

· Managing all activity for Transportation Like: - Couriers & Cargo Services
· Receive Performa Invoice & Packing List from vendors for CTN Number and Issue the CTN Number (Consignment Tracking Number) to Vendor for Dispatch the Material.
· Maintaining the documentation for purchase & warehouse Dept. (Indents, PO, etc.)
Digitization Project: -









2012-14
SET TOP BOXES (STB) transaction using Webpage based DUO Software from the Central Warehouse, which is having warehouses, meant to cater to the requirement of customers 500 distributor warehouses. This includes following functions.
Digital Accessing System

· Tracking forward movement of Set Top Box up to Distributor Warehouse/LCO.

· Tracking backward movement of defective Set top Box movement up to City warehouse. 

· Coordinating with operation/marketing department for deployment of Boxes.

· Prepared monthly Issuance   Status Reports. Collated daily Inventory Status Reports, 

· Receiving data from different – different locations, formatting data using by EXCEL

· Removing duplicate numbers from Data through MS Access and EXCEL (Tools and formula.)

· Creating and updating issue report in Excel and Share to the HODs.

· Handling multiple reports, working with formulas, pivot table & pivot chart, and various others excel sheet components for accurate data.

· Updating Data Tracker & Stock Tracker on daily and weekly/Monthly/ Half Quarterly/ Yearly basis.

· Interacting with operation directly through scheduled daily/ weekly Business Conversation. (Email)

· Receiving Data from different – different RM 0 locations.

· Making presentation in MS-PowerPoint to present MIS & other related important reports.

Sending MIS Reports to Our HODs like (Finance Department, Customer Care & Operation Department etc.)

· Also responsible for preparation of Quarterly and Monthly Statutory Audit Schedules related to Cable Tv/STB and remote assisting the auditors in timely completion of the audit.
· Established & look after the Pre-activation setup of 2000 stbs for single lot in Kolkata warehouse to active approx. 4lac Boxes for implantation of DAS-I&II.
· Reconcile & Implemented for billing of approx. 3Lac boxes in Ghaziabad location, which was implemented in DAS I & IInd.
Achievement

· Achieved best employee of the month award from management for successfully seeking approx. 10 Lacs STBs for Kolkata, Delhi & Ghaziabad locations. 
REVERT EXPERIENCE

· M/s. Hathway Cable & Datacom Ltd. AB-6, Safdarjung Enclave, New Delhi as a Store & Logistics Executive (handling all types of inventory in ERP & physical, Documentation) (a group of Rajan Raheja’s (Exide Battery, OUTLOOK mag. H & R Johnson Tiles, Prism Cement Etc.) (Date of Joining – 01-JAN-2007)

· Material Transaction 

· Take care of all movement in store

· Documentation 

· All type of ERP Responsibility  

· Reporting to movement goods. 

· Maintain Stock ledger 

· Collecting quotations & Developing Vendors for Transportation

· Managing all activity for Transportation Like: - Couriers & Cargo Services

· Maintaining the documentation for purchase & warehouse Dept. (Indents, PO, etc.)
Logistics & Material Movement:
CAS Project: SET TOP BOXES (STB) transaction using Webpage based MQ Software from the Delhi City Warehouse, which is having 32 area warehouses, meant to cater to the requirement of   customers/respective distributor warehouses. This includes following functions.
Conditional Accessing System

· Tracking forward movement of Set Top Box up to Distributor Warehouse.

· Tracking backward movement of defective Set Top Box movement up to City warehouse. 



EDUCATIONAL QUALIFICATIONS
Supply Chain Management Program
IACT Global
B.A 
Delhi University
CLASS XII 
CBSE Board (Delhi)
COMPUTER PROFICIENCY

MS Office, DTP, Browsing e-mails, MS Access, FoxPro, Page Maker, Corel Draw, Photo Shop & Digital photo Graph, Mr. Photo.

DATE OF BIRTH: 01st December 1988.
HOBBIES: Music, Reading, Travelling, Playing Cricket. 
Intimation period: 30 days

Experience: 9 yrs[image: image1.png]



