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PERSONAL STATEMENT

Goal-oriented and collaborative professional with about 07 years of experience in varied industries and handling responsible roles in Commercial, Purchase and Administration functions. Seeking a challenging and rewarding position where my experience, training and unique abilities coupled with my strong sense of motivation would be a mutual benefit.
Work Experience

1) M/s. Superstone Koats Pvt. Ltd. Position: Asst. Manager - Commercial 
Duration:
November 2008 To December 2014
Superstone Koats is a pioneer in the decorative concrete industry and in construction of Themed Environments. A major project currently being undertaken is the full scale replicated depiction of four important caves of Ajanta.
Key Responsibilities:
· Project Management & Tracking 
· Project costing –estimation. 
· Preparation of presentations. 
· Preparation of proposals 
· Post project costing & analysis 
· Purchase 
· Identify and conduct initial negotiations with suppliers 
· Develop alternate vendors for all raw material 
· Stock control of each site 
· Stock control at central warehouse 
· Timely disbursal of payments to vendors 
· Logistic support to all construction sites 
· Billing 
· Preparation of stage wise billing of each construction site 
· Follow-up for processing bills at each stage with consultant and client 
· Final reconciliation of bills 
· Bank related 
· Timely renewal of Bank Guarantees issued and its closure 
· All bank related document control 
· Human Resources 
· Recruitment 
· Staff welfare 
· Statutory matters- PF, gratuity 
· Administration 
· Attendance control of all sites for labour payment 
· Site staff welfare 
· Office administration 
· Systems 
· Development & updating of systems and procedures for better organisation performance 
2) M/s. Accord Ship Management Pvt. Ltd., Mumbai Position: Operational Assistant 
Duration:
March 2008 to September 2008
Key Responsibilities:
· Preparing Manuals 
· Correspondence with ship 
· Sending Circulars to the ships 
· Maintaining Certificate status 
· Preparing Position Report 
· Keeping record of Audits and Drill Schedules 
3) M/s. Fact Enterprise Ltd. 
Position:
Administration Officer
Duration:
June 2006 to February 2008
Key Responsibilities:
· Handling front desk 
· Keeping record of flat bookings, preparation of allotment letters & agreement documents 
· Handling petty cash 
· Preparation of maintenance bills & records of maintenance charges 
· Preparation of PowerPoint presentations for meetings. 
· Recruitments 
· Office administration 
· Tracking of building maintenance and labour requirements for maintenance 
Academic Qualification

	MBA in HR
	:
	University of Mumbai, with second class
	

	(2014)
	
	
	

	Bachelor of Science :
	University of Mumbai, with second class
	

	(2006)
	
	
	


Key Certification

Certified Course in Primavera Project Management
Technical Skills

	Operating Systems
	:
	Windows

	Office Automation
	:
	MS-OFFICE, Advance Excel

	Prog. Languages
	:
	C

	Web Technologies
	:
	Html, CSS, Dreamweaver

	Graphics Designing :
	Photoshop, Illustrator, Corel Draw

	
	
	Adobe Indesign, Flash

	Accounting Soft
	:
	Tally, QuickBooks

	Database
	:
	MS-ACCESS


Personal Profile

	Nationality
	:
	Indian

	Date of Birth
	:
	5 September 1985

	Gender
	:
	Female

	Marital Status
	:
	Married

	VISA STATUS
	:
	Resident Visa – (Dependent)


