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Objective
To cherish long term association with a professionally managed organization through continual improvement and exceed the expectations through consistent performance.

Strengths
Determination to do a quality job, on time/every time, ability to adapt, to fit in any role that will orient towards growth. Focused towards product quality following defined process. Quick learner and excellent team player.
Career Highlights
 Techmart Telecom Distribution Free Zone Company Dubai UAE
Designation       : Logistics Coordinator

Period                : From Jan 2014 to current

Specialization
 Logistics
· Responsible for maintaining a record of all outstanding purchase orders with external vendors.

· Arranges transportation and forwarding services for all orders to ensure material is delivered as per               schedule.  

· Expedites all critical orders with local subcontract vendors.
· Reviews expediting schedules on all customer orders. Obtains and forwards information to planning and sales teams.

· Responsible for all duty customs sales and tax functions, including certification and verification, drawback, and compliance with governmental agencies.

· Coordinates imports and exports shipments
· Reviews freight rates: air, courier, and land.

· Liaises with custom brokers for updated reporting procedures and valuations.
Documentation 

· Preparing for exporting documents: 
· Commercial invoice.

· Packing list.

·  Tariff sheet 
· Certificate of origin
·  Inspection certification

· Dock receipt and warehouse receipt.

Handling Customs Bills through E-mirsal II  

· Arranging collection of DO from various line agents. 
· Preparation of Customs paper works. 
· Timely submission of documents to Customs 

· Arranging Inspection for shipment clearance. 

Ware house obligation: 

• liaising with customers, suppliers and transport companies.
• Planning, coordinating and monitoring the receipt, order assembly and dispatch of goods

• Using space and mechanical handling equipment efficiently and making sure quality, budgetary targets and environmental objectives are met.
•Responding to and dealing with customer communication by email and telephone.
•Keeping stock control systems up to date and making sure inventories are accurate.

Accounts / Finance: 

Local purchase Payment

Supplier Reconciliation and Payments.
Verifying supplier/vendors invoices.

Ensure appropriate approvals prior in all type of payments like advance, utilities, rent, fuel, suppliers & other cheques, etc.

Preparing and processing account payable cheques.

Prepare manual cheque and when required.

Record all cheques.
Preparing the Petty cash replenishment and passing the Journal entries.
TCS International Ltd (Tata Consultancy Service) India 
   Designation
: Senior Associate 

   Period           : From May 2008 to June 2013
A dynamic professional with 5 years experience in Banking / Finance and Account Payable.
Specialization

· Account Payable, Cash Management, SWIFT Wire Transaction Processing.
· Proofing of Accounts, Cover Accounts Balance Received and Paid, 

· Morocco and Egypt Countries, Citibank Corporate Banking Operation.

· Account Debit/Credit analysis, Treasury Deal Booking, Compliance, MIS, Fund Investigations.

Work Role:

·     Responsible for all Accounts Payable processes.

·     Ensured accurate inputs and timely processing payments.

·     Process and audit of payments transaction reports

·     Responsible for weekly check run and positive pay transmission.

·     Administrator for the Corporate Banking Fund Transaction Process

·     Resolves payments invoice discrepancy matters.

·     Assisted in Month End Closing and Year end close and reports

·     Authorize swift wire transfer with fulfill check.
·     Handling accounts payable issues in customer accounts.

·     Balanced batch summary reports for verification and approval.

·     Suggested process improvements to secure prompt and regular receipts for the organization.

·     Verified details of transactions, including funds received and total account balances.
KEY SKILLS

· Logistics. 

· Banking /Finance. 
· Documentation. 

· Account Payable in Local purchase Payment.
· Customs Bills through E-mirsal II.
· Corporate Banking Fund Transaction.
· Ware house.  
·  Proofing accounts Nostro / Vostro.
· Generating reports cover accounts received and paid.
· Cash Management /account Investigations.

· Payments areas like Swift Wire Fund Transactions, Cheque processing, RTGS.
· Compliance / Treasury 

· MIS / Back office  Operations

· Flex cube Testing

· MS Office

· Type writing

· Client Delight/ Client Relationship Management
Rewards and Recognition

· In the year 2013 received “Quality Customer Service “Award for handling process in smooth manner without any defeat and produce the output in various operational areas by keeping time management.

· In the year 2010 received “Customer Appreciation "Award for handling client queries and resolving their issues in various operational areas by keeping time management.

· In the year 2009 received " Team of the Quarter "Award for managing operation in  high quality servicing , improvement and achieving customer satisfaction.

Proficiency Overview
· Logistics Operations imports and exports, shipping Documentations, customs Bills, account payable and warehouse.
·  Banking and finance setting out quality standards for various operational areas, ensuring a high-quality customer experience, while adhering to the work processes.
· Preparing reports & other statements with a view to apprise management of the process operations and assisting in critical decision-making process.
· Assessing the customer feedback & providing critical feedback to the associates on improvements and achieving higher customer satisfaction matrices.
Polaris Optimus Global Services ltd

    Period                      : From Feb 2007 to May 2008 

    Involved in ICICI Bank Back office Operations.

    Handling customer Loan information, queries/arranging their requirements.

Academic Background
     MBA (Master in International Trade Management and Advertisement)

     Institute
: National Institute of Business Management  

     Year
: 2007-2009 

     Passed
: First Class 

     BCA (Bachelor in Computer Application)

     Institute
: Madras University, Chennai 

     Year
: 2005-2007
    DIT (Diploma in Information Technology) 

    Institute
: Sri Sai Ram College, Chennai

    ADCA (Advanced Diploma in Computer Application)
     Institute
: IFG-ACE, Chennai

EXTRA CURRICULAR ACTIVITIES

· Sports

· Road Service Police 
· Scout
Personal Profile
Date of Birth
:   29 March 1985

Sex
:   Male      
Marital Status 
:  Single                      
Religion                         
:  Hindu

Nationality                     
:   Indian  
Current Visa Details                      : Dubai Free Zone Visa (Jebel Ali) 
Language Known          
: English, Malayalam, Tamil, French
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