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PROFILE

Finance graduate with 2.5 years of experience as an Admin in a Retail Company in India. Well versed in MS Office and management skills.
OBJECTIVE
· To secure a challenging position in a reputed firm where my work experience adds to Organization’s growth.

· Work with honesty and commitment where my skills are recognized and used.
CORE COMPETENCIES
· Excellent written and verbal communication skills 

· Excellent with time management
· Attention to detail and Analytical skills

· Ability to work individually or as part of a team 

· Ensures completion of projects in time and maintain quality standards
· Self-confidence and commitment
ACADEMIC 
QUALIFICATION
	Qualification
	School/ University
	Year
	%
	Class 

	Masters of Business Administration
(Finance)
	Mangalore Institute of Technology and Engineering
	2012
	60.01
	1st

	Bachelors of Business Management
	Alva’s College, Mangalore University
	2010
	61.10
	1st

	Pre University Course
	Alva’s Pre University College
	2007
	71.1
	1st

	Secondary School Leaving Certificate
	Naravi High School
	2005
	63.36
	1st 


PROFESSIONAL EXPERIENCE

Corporation:  
Retail Private Limited
Period:

September 2012 to February 2015 (2.5 Years)
Designation:   
Trainee Management
Core Responsibilities: 
· Handling accounts of the store.
· Responsible for all the commercial transactions of the store.
· Responsible for all admin works and documentations of the branch.
· Sales team management and training.
In details:

· To manage all Cash and Bank operations, transactions and Reconciliations.

· Handle petty cash, ensure balances are tallied daily and vouchers are recorded after getting proper authorization.

· Accounting and handling of Bills Payable and Bills Receivable in depth including reconciliation.

· Generating Tax, Sales, Cash Expenses Reports.

· Maintenance of Contracts, Licenses and Other Important Documents.

· MIS Reporting to Corporate - Submission of various Financial Reports and adherence to corporate deadlines.
· Handling all accounting process including Hire purchase, buyback transaction, debtors follow up and all commercial transactions of the store.
· Good past exposure of working in Retail Industry, keeping record of cash and bank related transaction in ERP.

· Updating all the expenses and other accounting entries in ERP.
· Maintaining regular contact with other departments to obtain and convey information and/or to correct transactions.
· Attending and participating in Meetings as required and discussing Report Results and Improvements.

· To ensure proper Leaflet distribution and other initiatives to drive customer footfall in store.

· Managing and training the Sales team of 38 staff.
INTERIM PROJECT
Project Title:
Application of EVA concept for performance evaluation – A study of selected automobile companies
Period:

10 weeks

Summary:
The study was conducted mainly to find out the actual value which is generated to the shareholders through comparison.
OTHER EXPERIENCE AND SKILLS

· Knowledge of Tally9
· Worked in Anandrathi Share and stock Brokers Ltd for 1 Month in Vacation during Bachelors of Business Management.
Responsibilities: 

· Understanding the working of Stock market and its function.
· Building the new client base.
· Making the cold calls.

· Influencing the customers for trading.

· Suggesting the clients for their best buys.

· Punching the orders for buying and selling.

· Maintaining good relationship with the clients.

PERSONAL DETAILS
· Date of Birth

16th September 1989
· Nationality

Indian

· Marital Status 

Single
· Languages

English, Hindi , Kannada, Tulu
· Hobbies

Numismatics, Driving, Playing badminton
· Reference

On Request
· Visa Status

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

Place: Dubai
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