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Career Vision
To be a strategic business partner playing a vital role in helping the organization to remain competitive in the market.
Professional Synopsis

Bsc Graduate with 11 years of experience in Operations, Administration, logistics and warehouse operations. Strong interpersonal skills and ability to establish and maintain effective relation with people. Seeking opportunities in the field of Logistics, Warehousing etc
Professional Experience – I

Company
:  Systems Ltd – Ernakulam, Kerala, India
Period

:  November 2013 – May 2015 
Designation
:  Asst Manager - Operations
About Company: CMS Info Systems is a leading IT and outsourced business services provider in India. They offer a wide bouquet of services like span application services, systems integration, IT infrastructure management, IT training, outsourced cash logistics, transaction printing, card personalization and self service solutions.
Job Responsibilities

Operations/Stores: 
Managing and supervising the production of Variable data printing which includes dispatching all output in given point of time and meeting customer expectations. Managing daily operations, scheduling and rotation of shifts, resolution of clients queries, managing inward and outward stationary stocks, processing of monthly customer invoices and staff conveyances, provisioning of monthly budgets, vendor management-negotiation regarding cost and quality of printing materials.

GRN generation of incoming computer hardware stocks, stacking the goods as per norms, updating in system and dispatching as per customer orders to different locations of Kerala. Follow up with dealers to deliver the goods in time to meet client’s requirements. Check all the product indents received from various locations and allocate stocks as required. Conduct periodic stock take to verify inventory accuracy.
Maintaining standards of safety, house-keeping, hygiene, all statutory norms and security in the work environment. Monthly collections targets have to monitor and providing feedback to management through daily, weekly and monthly MIS reports.
Professional Experience - II
Company
:  Dax Networks Ltd – Cochin, Kerala, India
Period

:  February 2012 – November 2013
Designation
:  Sr Executive  
About Company: Dax Networks Ltd is an Apcom company estd in 1986 headquartered at Chennai and having marketing offices allover India .It is India's foremost value added services & solution provider of networking products.
Job Responsibilities

Logistics Coordination/(Stores)Warehouse Administration: 
Processing of customer purchase orders and planning & scheduling of logistics activities to ensure timely delivery of material (networking products) at customer end.
Receiving all goods coming through road, rail, air or post parcels & preparing proper documents (GRN) of the same. Stacking of materials as per given SKU as per the prescribed spaces.
Need to follow up with the logistics partner Fedex Ltd to ship the materials from warehouse to customer locations and to do transfer of stocks to other locations wherever required. Negotiate transportation rates or services to maintain the transportation for smooth and timely delivery of goods to the sales point. 
Resolve problems concerning transportation, logistics systems, and customer issues.
Keeping systemically goods in W/H and closely monitoring over all stock status. Regular visits to Warehouse to ensure workflow and effective management of the receipt, storage, picking packing, loading, unloading, and proper distribution of products to customers.
Ensure customer service levels are within the agreed time guidelines. Receipts, dispatch, stock audit, stock report, nil variance, payment collection of generated invoices etc has to take care. Need to submit monthly invoices, stock transfer details to Sales Tax Consultant and sign off the same. 
Key deliverables are customer services, inventory control, carrying or transportation, coordinating with the sales & production team. Preparing all documents required for transporting goods inside the country through air/road and rail.

Professional Experience - III
Company
:  Bharti Airtel Ltd - Coimbatore, Ernakulam, Bangalore – India 
Period

:  June 2006 to March 2011

Designation
:  Sr. Officer - CSD 
About Company: Bharti Airtel limited is a leading global telecommunications company with operations in 19 countries across Asia and Africa. The company offers mobile voice & data services, fixed line, high speed broadband, IPTV, DTH, turnkey telecom solutions for enterprises and national,  international long distance services to carriers.
Job Responsibilities 

Vendor Management/Bill Dispatch: Coordinating & controlling vendors and courier firms for distributing the Airtel broadband bills to customers for South Hub. Allocating printable base on each bill periods and providing the data as per city pin code and category wise. 
Monitoring the dispatch and transportation of bills to all locations from New Delhi on specified timings. Developing area wise bill delivery report for performance tracking. Maintaining and allocating the customer database and following up backend works. Monitoring day-to-day BNR complaints and analyzing it, updating the proof of delivery report in system and software. Negotiating with vendors and providing business as per company standards. Needs to visit all locations of South Hub quarterly for evaluating the performance of the bill dispatch process. Ensuring timely creation of all the vendor agreements and renewal of agreement of the existing vendors .
MIS Reports/Operations: Prepare monthly/weekly reports to provide management with feedback on business operations. Manage day to day operations & supervise team’s performance on daily/weekly/monthly basis. Processing and evaluating vendors monthly Invoices and forwarding for payments. Evaluating & assessing vendors on parameters related to SLA, cost, quality & delivery. Worked on deputation at Bharti Airtel Ltd Chennai, Ernakulam, Trivandrum and Hyderabad. Trained two members the activities of bill printing and delivery process in TN Region.

Professional Experience – IV
Company
:  CMS Computers Ltd – Bangalore, India 

Period

:  October 2003 to May 2006

Designation
:  Sr. Printshop Operator 

Job Responsibilities
Administrations/Operations: Coordination of various printing solutions for telecom companies like Reliance InfoComm, Bharti Airtel, Vodafone Essar, and Tata TeleServices and for banking sector ING Vysya..  Specialty in handling bill printing software’s, including modifications in FoxPro and Visual Basic. Trained about 13 members about the process of bulk document printing.
MIS Reports/Store Operations: Managing printing stocks on daily/weekly basis to meet the production requirements. Stationary stocks printer spares and consumables stocks are to be maintained. Consumption details are to be updated in software on a daily basis. MIS reports of daily printing has to be updated and sent to management on daily and to customers on bill cycle wise. Weekly and monthly MIS has to be updated and forwarded to customers and management. Month end billing has to be done for each customer, processing invoices and submitting to customers.
Skill Set
Operating Systems: Microsoft Windows 98/ XP/ 7/8
Development Tools: MS Office - Excel, Word, Access, Power Point
Personal Information
Date of Birth

:
11-03-1978
Marital Status

:
Married
Graduation     
             :            Bachelor of Electronics (MG University)
Languages Known
:
English, Malayalam, Tamil, Hindi and Kannada

Strengths

:
Aptitude, Hard work and Commitment.
Visa Status

:
UAE visiting VISA 
