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SYNOPSIS
· A highly astute, result oriented Post Graduate with hands on experience in Finance and Material management.
· Detail oriented, diligent & meticulous approach towards work with a reputation for unwavering accuracy, credibility & integrity.
· Proven ability in identifying areas of strength & weaknesses, drive controllership & systems effectively to improve efficiency and productivity.
PROFESSIONAL EXPERIENCE
NANU ENGINEERING PVT LTD, Goa, India
Apr 12 –Apr15
Purchase Assistant (Industry: Engineering)
Key Responsibilities

· Design all purchase orders for all stock and non-stock items and ensure timely delivery of all products and administer all vendor performance and facilitate corrective actions as required. 
· Evaluate all purchase acquisitions and purchase orders on regular basis and develop implementation strategies for all programs and provide optimal level of customer services and prepare all reports to identify cost cutting initiatives. 
· Manage all communication for purchase orders with vendors and analyze all communication for same and resolve all purchase issues and coordinate with accounts payable department to process all invoices.
· Scrutinizing Purchase Requisitions received from Stores/Project department
· Short-listing suppliers with respect to material requirement
· Maintaining full records of all orders placed, details showing orders  opened & closed
· Maintain records and follow up files of purchases, shipments, and related matters.
· Maintain files of descriptions of available supplies.
· May inspect products received for quality and quantity to ensure adherence to specifications
NANU ESTATES PVT LTD, Goa, India
Jan 11 – Mar 12 
Logistics Executive (Industry: Engineering)
Key Responsibilities
· Material management for the company’s various construction projects at the central store. This included inventory controls, Generation of daily stock reports of all the items at the central store and reporting it to the purchase department for scheduling of purchase activities
· Periodic stock checking of materials at stores and generating reports on a monthly basis
· Planning and execution of material delivery at sites as per requirement
· Fleet management including periodic maintenance of vehicles, routine checking of company’s fleet for preventive maintenance etc. 
· Simultaneously provided  logistical support for 10 to 15 projects at a time
· Receipt and issue of all the materials at the store along with necessary documentation
· Maintaining inventory and raising indents for the necessary items
GOA CORRESPONDANCE COLLEGE, GOA, INDIA
July’2009 – Dec’2009 
Accountant (Industry: Education)
Key Responsibilities
· Maintain student accounts and assists with general ledger maintenance. 
· Coordinates with Admissions on student billing issues and tracks FACTS payment status and generates periodic reports
· Prepare vouchers for payments and journal entries; Reconcile input and final transfer of cash receipts journal and posts general ledger.
· Worked with students to resolve\explain difficult student billing issues.
· Assists with year-end general ledger closing procedures; Prepares year-end accruals.
· Reconciles and prepares student organization profit/loss statements. 
· Calculation & Payment of Staff Salaries
· Preparing DD’s, Cheques,  general vouchers and maintaining petty cash
HP GLOBE E-BUSINESS
May’2006 – Dec’2007 
Senior Process Associate (Industry: Information Technology)
Key Responsibilities
· Ensure that all confirmations are sent out on time. 
· Creation and release of any new, amendment or cancellation confirmations, whenever necessary
· Ensure that the affirmation process is performed for unmatched deals, followed by the chasing of confirmations from counterparties. 
· Perform affirmation of deal details with counterparties via phone (ensure that contact person name, direct number, date and time of affirmation are clearly indicated on the invoice).
·  Ensure that all payment messages are generated successfully. 
· Ensure that all relevant payment messages are authorized and released before the currency cut-off time.
· Cross train and support other members in the team. Provide backup to other members of them
· Participate in projects, whenever required. 
· Ensure quality of supporting data for permanent supervision of accounts 
· Ensure that policies, procedures, best practices, mission and objectives set by management are adhered to on daily discharge of duties.
· Handling generic mailbox 
ACADEMIA 
· Post Graduate Diploma in Business Administration from Pune University, India
· Bachelor of Commerce from University of Goa, India 
TECHNICAL QUALIFICATIONS 
· SAP R3 (FICO)

· Input Accel
· Tally 9.2
· Advance level in Microsoft Office (Version 2003, 2007, 2010 & 2013)
KEY ACHIEVEMENTS  
· Awarded Consistent & Star Performer of the Month for various months 
· Highest accuracy level in the Team
· Highest number of appreciations received from the customers
· Undergone Green Belt Training for Six Sigma
· Awarded Kaizan initiator for various months
PERSONAL PROFILE
	Languages known  
	:
	English, Hindi and Konkani

	Gender
	:
	Female

	Date of birth
	:
	10-Oct-85

	Nationality
	:
	Indian

	Visa Status
	:
	Visit Visa

	
	
	

	Availability
	:
	Immediately 
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