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	Current Job Profile


	Working as Assistant Admin Manager at Shaili Endoscopy from March’13 till date.
Have excelled abilities into below  Departments 

· Account’s :

(Sales Tax Calculation Check & Data Preparation on Monthly basis)
· As HR :
Process Adherence as per the Indian Labor Law

· As Purchase Officer :
Vendor Management 

Cost Contentment & Control

Budgetary Supervision

Process Improvement  

· As Sales Analyst:

(Sales of Product for local market, Co-ordinating with Dealer & Dist. for Sales, Preparing Various Annual/Quarterly Sales Analysis of a product.
· Insurance :
General ,Life & Group Insurance (Domestic Policy Renewal on monthly preparation, Export sales Projection)

· Banking & Finance

(Stock Statement preparation for CC Details, all Banking Process)
· Legal & professional

(Export/Import Document Preparation, (Appostile/Attestation)Legalization from Respective embassy or from MEA, Free sales issue from DGFT,Certificate of Origin issue from Export Inspection Agency.
· Excise :  ARE-1 invoicing /RG 1 Updation/stock Statement preparation/visiting to Excise office  for export  clearance.
· Export /Import: preparing export documents for export shipment (commercial invoice/packing list/SDF form/DBK declaration/ etc) for import purpose coordinating with clients & preparing documents. 

	Previous Work Experience


	As a ‘Team coach (Supervisor/Team Leader) at “Aditya Birla Minacs” Nov 2009 until Mar 2013

(3 .4 years)
As Supervisor:
· Maintaining TAT & Quality for the process as per SLA.
· Process related Knowledge documents created

· Team Handling, Daily Job downloading to Job dispatch.

· Reports in Excel (Production, Feedback, Daily update of other documents in the process)

· Training to new candidate, Query resolving, Updation of Project doc. on regular basis, etc.

· R & D (UAT) done for process related queries. 

· New inventions on application to improve Quality & productivity 
Gross Margins of  the Process

· Seat utilization for the process

· Head count management of the process

· Providing solution to reduce direct cost. 

	As MIS Analyst


	· Monthly performance operational details of each and every individual in the team.

· Monthly top operational performer calculation from the team from monthly data.

· Attendance tracking for the team.

· Operational performance report making on daily basis in excel.

· Different report making with help of Pivot tables.

· Sorting of complicated monthly data with help of advance pivoting knowledge.
· Thorough knowledge of all advance options of excels, power-point

	Last Work Experience

	· Worked as ‘Store Officer’ for 9 yrs.’ at Shree Medical Store at Vikhroli
 ( Mumbai) from Mar 2003  until  Sep 2009

	Awards & Recognition
	· Best Team Coach( FEB‘12/APR‘12/OCT’12)
· Best CSE (APR‘10/MAY‘10/AUG‘10/OCT‘10/FEB‘11/MAR‘11)
E-Learning Courses from ABG (Aditya Birla Group)DIsha  web site

· Customer, conflict & confrontation

· Adding graphics to presentation in Power point 2007

· Behavior based safety for supervisor

· Six Sigma-Listening to the voice of customer 

· Information security awareness

Ontrac Star TL certification program

· certified with Four Star ****

	Additional Educational qualification
	· Three Years in Technical Section During (1997 to 2000)

	IT Skills / Computer Skills
	· Certified from Karrox for Hardware & networking 
· Thorough knowledge of MS-office (MS-word, MS-Excel, MS-Power Point), Internet, E-mail.
· Advanced knowledge of Different worksheet or Workbook protections with different options, etc.
· Computer English typing speed 30 WPM.

· Basic knowledge of computer software and hardware (A+ certified), computer’s peripheral devices.

· Basic knowledge of working on server Management

	Personal success characteristics
	· Good verbal and written English communication skills

· High level of positive attitude and well organized

· Tenacity and dedication towards completion of each project with quality and TAT as prime and defined

· Takes ownership of one’s roles and responsibilities

· Ability and art of asking right question and communicating clearly

· Discipline to follow instructions and adaptability to templates

· Patience with job

· Deadline-driven and task oriented

· Professional approach to problem solving and project completion

· Strong knowledge of MS Windows and MS office
· Proof reading knowledge

	Educational qualification
	 Bachelors in Business Administration- SCMR (Pune)

	Communication Languages
	· English, Hindi, Gujarati, Marathi
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