
DharmikRPatel
66-VenkateshwarRow-House

GIDC,ANTALIA

BILIMORA -396325

Telephone: (M)+916351760700.

Email:djpatel837@gmail.com

DateofBirth:March05,1997

BachelorOfComputerApplication,

05yrs.Exp.Procurement&StoreExecutive.

(03yrs.Exp.AtSmitMedimedPvt.Ltd.

02yrs.ExpAtAtulLtd.)

MSOffice:

MS-Word,MS-Excel,MS-PowerPoint,MS-Outlook

DynamicSystemHandling,E-WayBillSystems

ORACLEERP,Tally,CRMOperations-Store&Procurement…

BachelorOfComputerApplications -____% June2017

V.SPatelCollegeofArts&Science.

VeerNarmadSouthGujaratUniversity

Surat,Gujarat.

HSC-____% April2014

VaniyaMillHighSchool

GHSEBBoard

Bilimora,Gujarat.

SSC-____% April2012

VaniyaMillHighSchool

GSEBBoard

Bilimora,Gujarat.

Initiative-drivenandresult-oriented

Teamplayerwithstrongcoordinationskills

Goodverbaland interpersonalcommunication

Quicklearnerwithadaptability

Punctualandconsistentinworkexecution

Strongattentiontodetail



Effectivetimemanagement&multitasking

WithSmitMedimedPvt.Ltd.OrthopedicimplantsManufacturer&Exporter

asProductionOfficeAssistant– August2020toOctober2023.

WorkOrderCreation&Control

 Generateworkordersbasedonapprovedrequestsfromproduction/operations.

 Verifyvisualquality,quantity,urgency,andapprovalauthoritybefore issuingworkorders.

 Assignworkordernumbersandmaintainpropersequencing.

 Clearlymentionjobdescription,materialsrequired,timelines,and location.

Material&StockLinkage

 Checkmaterialavailabilitybeforeraisingtheworkorder.

 Reserve/issuematerialsagainsttheapprovedworkorderonly.

 EnsureFIFO/FEFOwhile issuingmaterialslinkedtoworkorders.

Vendor/ InternalCoordination

 Coordinatewithinternalteamsorexternalvendorsassignedtotheworkorder.

 Shareworkordercopieswithconcerneddepartmentsandstorerecordinstores.

 Followuponworkorderprogressandclosurestatus.

Documentation&Records

 Maintainworkorderregister(manualorsystem-based).

 Ensurejobcompletionconfirmation fromthe requesteddepartment.

 Closeworkordersonlyaftermaterialreconciliationandsign-off.

ProductionPlanning&Coordination

 Assisted inproductionschedulingbytrackingworkorderstatusanddailyproductionpriorities.

 Coordinatedbetweenproduction,QA,stores,anddispatch toensuresmoothworkflow.

 Monitoredjobcardmovementacrossdepartmentstoavoidproductiondelays.

Quality&ComplianceSupport

 EnsuredworkorderscompliedwithISO/qualitysystemrequirementsapplicable tomedicaldevice

manufacturing.

 Supportedin-processdocumentationandtraceabilityrequirementsforbatchesandcomponents.

 Reportednon-conformances,rework,orrejectioncasestoproductionandqualityteams.

Vendor&OutsourcingJobs

 Assisted incoordinatingoutsourcedmachining/finishing/coatingjobswithvendors.

 Trackedvendorjobstatus,deliverytimelines,andreturns.

 Verifiedvendoroutputsagainstworkorderrequirementsbefore inwardentry.

Administrative&ControlFunctions



 Maintainedproperfilingofworkorders,approvals,andrelatedrecords.

 Ensurednounauthorizedworkormaterialmovementwithinproduction.

 Supportedinternalandexternalauditsbyprovidingdocumentationandrecords.

WithAtulLtd.ColorsDivision-Manufacturer&Exporter

asJointExecutive– LaboratoryStores(QualityControl)– October2023toPresent.

LaboratoryStores&InventoryControl

 Managed laboratorychemicals,reagents,standards,andconsumablesforQCoperations.

 Maintainedaccuratestockrecords,batchdetails,and inventoryregisters.

 EnsuredFIFO/FEFOcomplianceforchemicalsandreagents.

 Monitoredexpirydates,controlledusage,andarrangedtimelyreplenishment.

MaterialIssue&Documentation

 Issued labmaterialsstrictlyagainstapproved indents/testrequirements.

 Maintainedmaterial issuerecords,consumptionlogs,andbalanceverification.

 CoordinatedGRNentriesanddocumentationforinwardmaterials.

Vendor&InternalCoordination

 Coordinatedwithpurchase,QCanalysts,andwarehousefortimelyavailabilityoflabitems.

 FollowedupwithPurchaseDept.forapprovedchemicals,COA,MSDS,andtimelydeliveries.

 Reportedshortages,deviations,orqualityconcernstoQCmanagement.

Safety&Housekeeping

 Ensuredsafestorageandlabelingofchemicalsaspersafetynorms.

 Maintainedclean,organized,andaudit-ready laboratorystores.

 Supportedcompliancewithsafety,environmental,andhandlingprocedures.

Permanent

Nationality– INDIAN.

MaritalStatus– Unmarried.

LanguagesKnown– English,Hindi&Gujarati.

Hobbies-Dance,MusicandpassionatetoknowdifferentTechnologies&Industrialprocesses.

PerAnnum:₹ 3,84,336/-CTC.

Iherebydeclarethat the informationfurnishedabove istruetothebestofmyknowledge.



DharmikRPatel
Bilimora-396321.


