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Objective:

To work in a challenging, creative environment and effectively contribute towards the goal of the organization where my knowledge can be shared and enriched and there by become an outstanding professional in Purchase and Administration.

Professional Synopsis

A dynamic individual with 6 years of experience out of which  3 years of experience in SAP, Certified SAP Business One as trainer(50%)Functional consultant(10%)and(20%)Administration, 1 year of experience Purchase Executive -Knowledge of the principles and techniques of Purchase process using ERP in U A E and 2 years as Lawyer .
· Flexible and adaptable to manage multi tasking.

· Positive, dedicated and dependable person who complements professional ethics.

· Excellent interpersonal, communication & management skills with extensive experience in learning & grasping ability.

· Studying the existing business processes at the client site

·  Charting out detailed project plan and communicating with the client for understanding of expectations and high-level requirements

·  Finalizing project plan and time schedule

·  Creating Business Blue prints, Acceptance Documents and getting Sign-Offs

·  Involved in Peer review regarding achievement of client requirements

·  Maintaining business process master list, project activity sheet and cross checking whether the requirements are being fulfilled successfully

·  Communicating with the Technical Team for fulfillment of technical requirements

Educational Records:

	Degree/Qualification
	Board/Authority

	Master’s in Business Administration in Human Resource (MBA – Retail Management)
	SMU university, Kerala, India

	LL.B
	Kerala university, Kerala ,India


Software Skills:

1. MS Office- MS Word,MS Excel, Power Point
2. ERP – SAP Business One, Microsoft GP

Organisational Experience

	Organization
	Role
	Duration From
	To

	Simmex Infotech Pvt Ltd,Trivandrum, Kerala, India
	Functional Consultant and Administrative Executive
	October 2013
	December 2014

	Al Suwaidi Computer Co LLC, Mangool Road, Dubai, U A E
	Purchase Executive
	April 2012

	May 2013

	Tespa infotech Pvt Ltd,Chennai, Tamil Nadu,India
	
	Aug 2011
	 Dec 2012

	Nortech Infotech,Kaloor,Ernakulam,kerala,India
	SAP Business One trainer
	Aug 2010
	Aug 2011

	Self
	Practised as lawyer Chengannur Munsiff court, Kerala
	May2005
	May2006

	Self
	Practised as Lawyer District court Chengalpattu , Tamil Nadu
	Dec 2002
	Dec 2003


Professional Experience:

October 2013 - December 2014: Simmex Infotech Pvt Ltd- Functional Consultant and Administrative Executive
Job Profile: -
FUNCTIONAL CONSULTANT


1. Studying the existing business processes at the client site
2. Charting out detailed project plan and communicating with the client for understanding of expectations and high-level requirements
3. Finalizing project plan and time schedule
4. Creating Business Blue prints, Acceptance Documents and getting Sign-Offs
5. Involved in Peer review regarding achievement of client requirements
6. Maintaining business process master list, project activity sheet and cross checking whether the requirements are being fulfilled successfully
7. Communicating with the Technical Team for fulfillment of technical requirements


ADMIN EXECUTIVE

1. Adapt at managing administrative activities involving purchase of equipments, maintenance of procurement, housekeeping, safety, security, employee induction etc. 

2 Ensuring timely implementation of the project.


3. Managing repair, maintenance & replacement of office equipments, appliances, furniture, furnishings, vehicles, building, etc.,

4. Purchasing, Implementation and operations of Security and Surveillance.

5. Oversee acquisition, installation and commissioning of equipments that are required for the facility. Processes, Documentation


6. Making travel arrangements and hotel reservations for guests.

7. Liasioning and coordinating with various departments within the corporate office and all branch offices. 


8. Active participation in the Leadership Team for Strategic Business Planning, implementation, client interaction etc.

9. Upkeep of office administrative facilities and ensure availability of daily miscellaneous requirements to provide harmonious work culture to employees. 


10.Acting as info-hub for providing administration related information and supervising administrative activities like general admin, verification of stationery stock, petty cash, courier, florist, pest control, housekeeping, etc. 


11. Specialization in handling back office operations, inter-office correspondence, confidential mails, quotations, monthly billing, cheques, etc. 

 April 2012-May2013: Al Suwaidi Computer Co LLC, Dubai- Purchase Executive
1. Ordering HP and Lexmark cartridges forecasting likely levels of demand for services and products to meet the business needs and keeping a constant check on stock levels to maximize business efficiency;
2. Delivery schedules and quality;
3. Liaising between suppliers, relevant internal departments and customers
Identifying potential suppliers, visiting existing suppliers, and building and maintaining good relationships with them;
4. Negotiating and agreeing contracts and monitoring their progress - checking the quality of service provided;
5. Processing payments and invoices;
6. Keeping contract files and using them as reference for the future;
7. Forecasting price trends and their impact on future activities
8. Developing an organization’s purchasing strategy;

Producing reports 
9. Evaluating bids and making recommendations based on commercial and technical factors;

Ensuring suppliers are aware of business objectives;
10. Attending meetings and trade conferences;

Training and supervising the work of other members of staff

Aug 2011- Dec 2012- Tespa infotech Pvt Ltd, SAP Business One trainer and consultant
1. SAP orientation classes 
2. Training curriculum includes

a. Latest updates on 9.0

B.Logistics- Master Data, Sales, Purchase, Production, MRP, Service, Sales Oppurtunity Asset management, Muom, Price list.

c.Accounting-Chart of Accounts, G/L Determination, manual journal entry ,Reconciliation, Aging Report, Budget,  Posting Period, Period end closing

D.Implementation-Project Phases, Implementation Centre Support, Dashboard, Crystal Report, RSP
Personals Dossier

Marital Status
: Married
Nationality


: Indian
Languages Known

: English, Malayalam, Tamil and Hindi
Visa Status


: VISIT VISA
Declaration:

I hereby declare that the information furnished above is true & to the best of my knowledge.

