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To be a part of a progressive organization offering opportunity for career advancement and Professional growth and which will help me gain sufficient knowledge.
AREAS OF INTEREST
· Order management/Supply Chain management
· Logistics management
· Inventory management
· Store management
· Designing plan of operation
· Sales and fulfillment
SKILLS 

· Computerized ERP Oracle 11i, Install Base,  Tally ERP 9.0, SQL database
· Proficient in MS Office Applications (MS Word, Excel, and Power Point).

· Knowledge in Logistic Management.

· Analytical, flexible and systematic at work.

· Self-starter, fast learning and well motivated.

PROFESSIONAL EXPERIENCE
CO. W.L.L, Doha, Qatar
Jun-2012/Jul-2014
Operations and Logistic Coordinator (Medical Equipment/Consumables/Chemical Distributor) – Beckman Coulter International LTD and Johnson & Johnson Medical Supplies LTD.
· Preparing Sales Order, Purchase Order in the ERP (Tally ERP 9.0), Generate Delivery Note & Invoices and Coordinate Dispatches from Warehouse.
· Verify all order line and prepare order reports on everyday basis and manage all shipment and respond to all inquiries for all status order and resolve all customer issues and prepare efficient schedule for projects
· Documentation and Filing to maintain the Audit Trail.
· Schedule land transportation and coordinate the same.
· Tracks store or company inventory.
· Orders supplies to replenish inventory as needed.
· Coordinate with freight forwarder for pickup and delivery.
· Managed the administrative processes that include preparing quotation, assisting to prepare tender, sending orders and filing the documents etc.
· Managed to prepare shipment documentation and keep reminding the shipper about the original documents.
· Coordinating and scheduling the everyday delivery.

· Booking and sending the couriers through international courier company DHL, TNT, Fedex etc.
Info vision Technologies, Kannur, Kerala, India
Jul-2010/June-2011
Administrator and Assistant Marketing Manager (IT Company)
· Meet the clients and presenting the products.

· Making quotations and submitting to the client’s negotiation.

· Follow up with customers.
· Prepare the file and maintain until the business is closed
· Coordinate the designing and programming team to complete the project within a time.
· Prepare and distribute payroll for staff.

· Deputed to recruit staffs in specific function if required.
Infosys BPO LTD, Bangalore, Karnataka
Jan-2008/Apr-2010
Senior Process Executive - Order Management Team (Supply Chain Management/Logistics – support Oracle), IT/ITES
· Support for Oracle LTD in European region for their sales team.
· Manage all communication with all sales departments, order and process all customer order.
· Verify all order line and prepare order reports on everyday basis.
· Prepare quotation/renew the quotation/order by using Oracle 11i ERP and Install base.
· Assist to prepare monthly report in excel.

· Sending quotations through email.

· Assist fulfillment of standard customer orders and work with the Project Manager to fulfill non-standard customer orders
EDUCATION

MBA in Marketing, IIKM, Calicut                                                                                                               2011

MS University, Tirunelveli

PGDCA (Post Graduate Diploma in Computer Application), Kannur, Kerala
2005/2006

STED Council, India

Diploma in Logistics Management







                         2010
Transgolbal SCM, Kannur, Kerala

Bachelor of Science (Mathematics), Sir Syed College, Kannur, Kerala
2002/2005
Kannur University
Plus Two, GHSS Irikkur, Kannur
2000/2002
Kerala Secondary Education Board
PERSONAL DATA

Date of Birth

: 08 December 1984

Nationality 

: India

Marriage Status

: Married

Languages Knows
: English, Hindi, Malayalam & Basics in Arabic
Visa Status

: Visit Visa



