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P.ARULMANI








Flat no 303


Al Nakheel Ibuilding 01




Omar Bin Al Khatab St




AJMAN .PO BOX:38482
E-mail: buarul@gmail.com






Visa Type






: Tourist visa
CAREER OBJECTIVE:

Taking sincere initiative in anything and everything I do executing them with creativity and hence bring reputation to my concern.

WORK EXPERIENCE: 

· Worked as an Asst.Branch Manager in Pacl Limited from Aug 2014 to Dec 2014.
· Worked as a Sr. Asst. in Pacl Limited from May 2010- July 2014.

· Worked as an Asst. in Pacl Limited.

2 E V R road 1st and 2 nd floor puthur TRICHY

              From July 2006 to Apr 2010.

Job Responsibilities as an Asst.Branch Manager:

· Handling Branch overall Operations and Admin. 
· Increasing the business by month wise by monthly meeting and discussions held with field 
        associates and staffs. 
· Allocating targets for field associates on the basis of their previous business.
· Motivating the staffs to reach the target of the branch collection on month wise and on yearly 
        basis.
· Conduct meeting for the team leaders and motivate them for the business growth on weekly 
        basis.

· Conduct award winning program for the achievers to increase the business.

· Attending the business review meeting and explain the growth achieved by the branch through

        power point and the grievances. 

· Handling customer and Field Associates Queries and complaints and sorting out.

· Monitor the day to day activities of branch staffs and control over them.

· Daily monitoring the fund status and report to the head office.

· Checking the day book and the various books of accounts on day to day basis.

· Verifying the cash in hand and the cash deposit and day to day basis.

· Control over the transfer of funds to HO and allocate the funds for branch operations.

· Checking all the reports and mails regarding to branch and finalizing them and forward to Ho.
Job Responsibilities as a Sr.Assistant (Accounts dept):

· Maintaining the A/C of Income & Expenditure, Receipt &   payments.             

· Maintenance of Cash Book, Bankbook & Petty Cash Book.

· Maintenance of Purchase Register. Preparation of Invoices.

· Preparation of Daily Reports, weekly
& Monthly Reports.

· Finalization and submission of  MIS Reports

· Handling Branch accounts and Operations on day by day.

· Handling of Cash and Bank transactions.    

· Monitor checkout stations to ensure that they have adequate cash available and that 
· they are staffed appropriately

· Compile and maintain non-monetary reports and records

· Pay company bills by cash, vouchers, or cheques

· Bank Reconciliation Statement & Ledger postings.

· Handle with the customer queries and complaints.
Job Responsibilities as a Asst (Accounts dept):

· Making data entry in software and verifying the data’s.

· Collecting fresh and Renewal cash business from customers and field associates.

· Deposit the cash to the bank on daily basis in the evening through the security services render by bank.

· Act as a store in charge and maintain the goods inward and outward from HO.

· Maintain the ledger for fmcg goods received and forwarded to ho.

· Making entry for fmcg goods received and sold to the field associates on daily basis and entering in to the ledger.

· Keep on monitoring on fmcg goods available in branch and make requirement of goods on monthly basis.
Computer Proficiency: 

·   Having Experience in Computer MS OFFICE.

·   Having Experience in Tally 9.
·   Having Experience in Power Point.

·   Having Experience in Microsoft Outlook.
Educational Details: 

	Year of  Passing
	Examination
	Institution
	%

	Apr – 2002
	HSC
	THE BOYS HIGHER SECONDARY SCHOOL SRIRANGAM
	78 %

	Apr – 2005
	B.com                              
	 ST.JOSEPH’SCOLLEGE               AUTONOMOUS   TRICHY [AFFILIATED TO BHARATHIDASAN UNIVERSITY]
	57 %



	Waiting For Result
	M.B.A (CDE)                              
	BHARATHIDASAN UNIVERSITY (CDE) HR TRICHY
	


Personal Profile:

Father’s Name   


: 
P.M PONNUSAMY
Date of Birth       


: 
15-04-1985

Sex                     


:  
Male
Nationality



:
Indian
Marital Status     


: 
Married
Language known


: 
Tamil, English
Declaration:
I hereby declare that all the details produced by me in the resume are true in all respect.

Thanking you,    






             yours faithfully,









  (P.ARULMANI)
