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OFFICE ADMINISTRATION PROFESSIONAL
· 6+ years of sound experience in Office management and administration.


PROFESSIONAL OBJECTIVE
· Looking for a challenging and dynamic work environment that uses my strong administration and management skills. An experienced professional with 6+ years comprehensive experience in back office administration, sales co-ordination and accounts. Excellent fluency in reading, writing and speaking English.



CORE COMPETENCIES
· Office Management ▪ Secretarial ▪ Accounts ▪ Human Resources ▪ Channel Management

· Excellent Communication Skills ▪ Planning & Execution as per organization goals


PROFESSIONAL EXPERIENCE & ACHIEVEMENTS
Job Profile: Admin Executive cum Sales Coordinator

Duration: November 2014 – February 2015
Nature of the Company: Pumps manufacturing & Distribution

Key Tasks Handled

Office Management

· Monitoring the day to day activities of the branch
· Monitoring the expenses of the branch.

· Telecommunication with dealers for sales, material supply, accounts and billing.

· Maintenance of the assets of the branch.
Billing and Inventory Management
· Preparing and sending Performa invoice to the distributors
· Raising the sales order and invoicing the materials to the dealers.
· Monitoring the stock inward and outward.
· Preparing the custom certificates for the local and export deliveries.
· Negotiating with transporters regarding prices for exporting the materials.
Material Planning

· Planning and forecasting the material requirement of the branch along with Branch Manager and sending the compiled reports.

· Raising the purchase order to the Manufacturing unit for the requirements and following up for the supply.

· Preparing and compiling all the related customs documents in order to take the imported material.

· Keeping focus on extra and non-movable stock and diluting the same to other branches and dealers.

Job Profile: Associate Officer

Duration: March 2008 – August 2014

Nature of the Company: Pumps manufacturing & Distribution

Key Tasks Handled

Office Management
· Monitoring the branch so as to run it in a smooth manner.
· Monitoring the daily expenses of the branch.

· Maintenance of the assets of the branch.
· Handling the dealer’s call and respond to their queries related to material availability & dispatch and payments.
· Handling the inter branch call and coordinating with them regarding materials availability, orders and supply.

· Coordinating with Head Quarters and responding them regarding all the requirements and queries related to branch over phone and e-mail.
· Monitoring and ensuring the proper filing of all the documents in a systematic manner.

Secretarial (Assisting Branch Manager)
· Assisting the branch manager in branch as well as zonal meeting and then preparing the minutes of the meeting.
· Arranging the accommodation and tickets for all the dealers as well as for G.M. /M.D. at the time of any meeting or any visit of some higher authorities of the company in branch.
· Assisting the manager in preparing forecast of the material requirements and sending the reports to Head Quarters for the material supply.
· Preparing sales report, growth report of the branch on monthly, quarterly and annual basis.
Accounts
· Preparing day to day cash vouchers for the expenses of the branch.
· Accounting the bills and arranging the payments of all the vendors of ATL/BTL marketing activities.
· Passing Credit notes and debit notes to the dealers for the activities done for sales promotion and discounts offered to them.

· Preparing VAT Statement and Service Tax Statement of the branch.

· Making entries of the payments deposited by the dealers.
· Accounting the salaries and the personal advances of the staff.

· Coordinating with auditor and responding their queries for internal audit on every alternate day basis.

Billing and Logistics
· Raising the sales order and making the invoices to the dealers as per the Purchase orders.
· Closely monitoring the stock position ( excess as well as short materials )
· Raising the purchase order to the Company’s manufacturing unit and outside suppliers for materials requirement of the branch.

· Coordinating with dealers and inter branches for excess and non moving materials and dilute the same.

· Tallying the physical as well as systematic stock once in every quarter and sending the reports to HO.
· Monitoring the stores in charge regarding the dispatch of the material.
Handling HR works
· Co-ordinating with HR- Head Office for all staff welfare works such as med claim, ESI etc.
· Co-ordinating with Staffs and sending KRA/KPI reports of all the staffs to HR- Head Office

· Updating attendance of all outsourced employees and sending the compiled reports to HO.
· Monitoring attendance, updating leaves & tours of all the employees. 
· Assisting the manager in recruiting the new staff.

· Preparing the offer letter for the new employee.

· Preparing the salary certificate and experience letter for the resigned employees.

· Conducting exit interview and sending the report to HO.


EDUCATIONAL AND PROFESSIONAL CREDENTIALS

Bachelor in Science ( CSJM KANPUR UNIVERSITY in 2008
Intermediate  (  I.S.C. Board in 2005

High School  (    I.C.S.E Board in 2003

Computer accounting (  One year course in Industrial Computer Accounting from I.C.A (Institute of Computer Accountants)

MS-Office  (  6 months course in MS-Office


PERSONAL DETAILS

Nationality

: Indian

Date of Birth

: 26th of August 1987
Marital status

: Married
Languages Known
: English, Hindi, Sindhi and Punjabi
Visa Status

: Cancelled (Free Zone Employment Visa)
Notice period

: Can join immediately
I hereby declare that the above mentioned information is true to the best of my knowledge.

References and supporting documents will be furnished upon request.
