Dharmik RPatel

66 - Venkateshwar Row-House
GIDC, ANTALIA

BILIMORA -396325

Telephone: (M) +916351760700.
Email: djpatel837@gmail.com
Date of Birth: March 05,1997

Bachelor Of Computer Application,

O5yrs.Exp.Procurement&Store Executive.

(03 yrs.Exp. At SmitMedimed Pvt. Ltd.
02yrs.Exp AtAtullLtd.)

Software Skills - Packages (End User):

MS Office:
MS-Word, MS-Excel MS-PowerPoint, MS-Outlook

Dynamic SystemHandling, E-\Way Bill Systems
ORACLEERP, Tally, CRMOQperations - Store&Procurement...

Education:

Bachelor Of Computer Applications - % June 2017
V.SPatel College of Arts&Science.

Veer Narmad South Gujarat University
Surat, Gujarat.

HSC- % April 2014
VaniyaMIillHigh School

GHSEBBoard
Bilimora, Gujarat.

SSC-_ % April2012
VaniyaMillHigh School

GSEBBoard

Biimora, Gujarat.

Strengths:

Initiative-drivenandresult-oriented
Teamplayerwith strong coordination skills
Good verbal andinterpersonalcommunication
Quick learnerwithadaptability

Punctualand consistentinwork execution
Strong attentiontodetall



Effectivetime management&multitasking

Experiences:

With SmitMedimed Pvt. Ltd. Orthopedicimplants Manufacturer & Exporter
asProduction Office Assistant— August 2020to October 2023.

\Work Order Creation&Control

o Generateworkordersbasedonapproved requests fromproduction/operations.

e \Verifyvisual quality, quantity, urgency, andapproval authority beforeissuingwork orders.
e Assignworkorder numbers andmaintain proper sequencing.

e Clearlymentionjobdescription, materials required, timelines, andlocation.

Material&Stock Linkage

e Checkmaterial availability beforeraising the work order.
o Reserve/issue materialsagainstthe approved workorderonly.
o EnsureFIFO/FEFO whileissuing materialslinked towork orders.

Vendor / Internal Coordination

e Coordinatewithinternalteams orexternal vendorsassignedtothe work order.
e Shareworkordercopieswith concerneddepartments andstorerecordinstores.
e Followuponworkorder progressand closure status.

Documentation&Records

e Maintainworkorderregister (manualor system-based).
e Ensurejobcompletionconfirmation fromthe requesteddepartment.
e Closeworkordersonlyafter material reconciliation and sign-off.

ProductionPlanning&Coordination

e Assistedinproductionschedulingbytrackingwork order status anddaily productionpriorities.
o Coordinatedbetween production, QA, stores, and dispatch toensure smoothworkflow.
e Monitoredjob card movementacrossdepartmentstoavoid productiondelays.

Quality&Compliance Support

e EnsuredworkorderscompliedwithISO/ quality systemrequirements applicable tomedicaldevice
manufacturing.

e Supportedin-process documentationandtraceability requirements for batches and components.

e Reportednon-conformances, rework, orrejection cases toproduction and quality teams.

Vendor&Outsourcing Jobs

e Assistedincoordinating outsourced machining /finishing/ coatingjobs withvendors.
o Trackedvendorjobstatus,deliverytimelines, andretums.
o \Verified vendor outputs against work order requirements beforeinwardentry.

Administrative&Control Functions



e Maintained proper filing of work orders, approvals, andrelatedrecords.
e Ensurednounauthorized work or materialmovement withinproduction.
e Supportedinternalandextemal audits by providingdocumentationandrecords.

With Atul Ltd. Colors Division - Manufacturer & Exporter
asJointExecutive— Laboratory Stores (Quality Control)— October2023toPresent.

Laboratory Stores&Inventory Control

e Managedlaboratorychemicals, reagents, standards, and consumablesfor QC operations.
e Maintainedaccurate stockrecords, batchdetails, andinventoryregisters.

EnsuredFIFO / FEFOcompliancefor chemicals andreagents.

Monitoredexpiry dates, controlledusage, andarranged timely replenishment.

Materiallssue&Documentation

e Issuedlabmaterials strictlyagainstapprovedindents / test requirements.
e Maintained materialissuerecords, consumptionlogs,andbalance verification.
o CoordinatedGRNentries and documentationforinward materials.

Vendor&lnternal Coordination

e Coordinatedwith purchase, QC analysts, andwarehousefor timelyavailability of labitems.
e FollowedupwithPurchase Dept.forapproved chemicals, COA, MSDS, andtimelydeliveries.
e Reportedshortages, deviations, or quality concernsto QC management.

Safety&Housekeeping

e Ensuredsafe storageandlabelingof chemicalsasper safetynorms.
e Maintained clean, organized, and audit-readylaboratorystores.
e Supportedcompliance withsafety, environmental, and handling procedures.

Desired Job Type:

Permanent

Personal Details:

Nationality— INDIAN.

Marital Status— Unmarried.

LanguagesKnown— English, Hindi&Gujarati.

Hobbies- Dance, Music and passionate to knowdifferent Technologies &Industrial processes.

Last Drawn Salary:

Per Annum: ¥ 3,84,336/-CTC.

Declaration:

Iherebydeclare that theinformationfurnished aboveistrueto the best of myknowledge.



Dharmik RPatel
Place:Bilimora-396321.

Date:



