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Career Objective 

Seeking a suitable opportunity to work for a reputed Organization where I can apply my skills and potential for career advancement and growth prospects.

Professional Strengths 

· Over 22 years of rich experience in Accounts & purchase division handling all levels of activities.
· Typing Speed of 60 w.p.m.

· A diligent and team player extensive experience in Executive support roles.

Personal Strengths 

· Hardworking and dedicated. 

· Sociable with a pleasing personality. 

· Can work under pressure with time bound performance.

· A Quick Learner 

· Sincere and result oriented.

Academic Qualification:

B. Com.
:  Gujarat University Ahmedabad , India 
Year Passing : 1986.
DTP Course : Datamatics Computers 
Professional Experience:
Since 22 years : Development Corporation , Lignite Project , Panandhro, Kutchh, Gujarat , India 
 Job Responsibility:

· Account Payable & Receivable transaction handling & Controlling in Oracle based ERP Software 

· Management of Supplier & Customer portfolio.
· Purchasing activities like creating requisitions, supplier quotation & tendering process , creating purchase orders in Oracle based ERP Software 
· Follow up with export clients for deliveries & incoming shipments.
· Follow up & supervision for Packing & dispatch of customer’s orders.
· Follow up with suppliers for procured materials.
· Follow up with Customer for Due bill Collection 
· Manage to handle Daily administration works as well.

Personal Details:

Date of Birth

: 01-MAY-1965
Language

: Gujarati (M.T.), Hindi and English.

Visa Status                : Visit Visa
Marital Status
: Married. 
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