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MIDDLE MANAGEMENT PROFESSIONAL

Goal-oriented professional, seeking managerial level assignments in Import & Export and Finance & Accounts with an organization of repute.
	Skill Set

Logistics Operations

Import & Export
Finance & Accounts

Supply Chain Management

MIS Reporting and Documentation

Sales Coordinaton
	Profile Summary

Over 12 years of experience in the areas of Logistics, Supply Chain Management, Finance & Accounts, Export & Import Operations. Consistent success in maximizing financial performance. Demonstrated acumen in driving growth, generating revenues & capture market share, improving profits and enhancing performance of teams. Proficiency in managing financial accounting, receivables & payables management, preparing ledger books, bank reconciliation statements and finalization of accounts. Possess significant leadership experience resulting in better financial performance and enhanced systems for higher performance of the team.
A strategic planner with adeptness in implementing cost reduction measures to achieve saving in terms of material and logistics cost. Proficiency in formulating shipping strategies, vendor identification / development, supply chain management and analytical assessment to strengthen effectiveness. Strong knowledge of Letter of Credit, INCO Terms, Distribution, keeping records of L/C party wise and follow-ups.


Core Competencies

Logistics / Supply Chain Management
· Managing overall operations involved in ware house, order execution, getting approval of expenses / bills, logistics, customs clearance follow up with agents, etc. for ensuring timely delivery of orders
· Coordinating with freight forwarders, clearing agents and other agencies; verifying payment of duty, freight & preparing freight request (Memo & Duty Memo)
· Overseeing the GR documentation, shipment works including supervision of packing before shipment; communicating with regular vendors and handling buyer’s accounts
Financial Accounting

· Monitoring preparation of statutory books of accounts, bank reconciliation and consolidated reports in compliance with time & accuracy norms
· Overseeing financial statements including Trial Balance, Profit & Loss A/c., Age-Wise Accounts Payables & Receivables Statements and Balance Sheets; preparing MIS Reports, Personal Files, Cash & Fund Flow Statement, Balance Sheet, Audit Reports and other financial reports to keep track of financial performance

Accounts Receivable / Payable

· Handling reconciliation of accounts receivable trial balances with the general ledger control account; monitoring and maintaining of all advance deposits received and balancing them to the general ledger at month end.

· Checking accounts payable to ensure completeness of recording liability in time
Inventory Management / Warehousing
· Tracking & maintaining inventory levels in the stores for all items required; managing the inventory levels thereby ensuring optimum use of inventory

· Planning and monitoring warehouse operations of receipt, storage, return of unsold stock, inventory control and monitoring inbound logistics; monitoring transactions between inward and outward raw-materials
Organizational Experience

Feb '14 to March’15 with Agencies, Kerala, India 
Joined as Operations In-charge.
Role:
· In charge for overlooking all requirements related to Construction materials and Regular Management consultation and MIS reporting.

· Co ordinating with local Suppliers as well as Procurement dept. for timely supply of materials. 
· Direct dealing with builders for supply of construction materials and accessories in bulk quantity. 
· Quality assurance check and overall management of the firm. 
· Assisting the Finance department for approval and payment of bills. 

Nov'04 to Dec’13 with Accent LLC, Dubai as Logistic Coordinator/Operations In-charge/ Accounts Assistant
Joined as Accounts Assistant and achieved the position of Accountant /Logistic Co- coordinator/Operations In charge.
Role:
· Overseeing daily financial transactions of the company and accounting functions
· Handling Invoice generation, Operations and Credit Control
· Coordinating for Accounts Payable & Receivable & Budget preparation

· Performing monthly bank reconciliation and supplies & receivables reconciliation as well as monitored Bank position

· Calculating wages, salaries, leave salary & gratuity
· Preparing Cash Voucher, Payment Voucher & Journal Voucher 
· Overseeing cash management, controlling petty cash and preparing render accounts of individuals & departments
· Ensuring continuous development & improvement of the procedures within the Finance Department
· Giving opinion on the Financial Performance of the Organization 

· Monitoring Letter of Credit (L/C) and processing L/C application, amendments, guarantees, TR’s, export, import L/C documentation and all banking related correspondence

· Maintaining database of L/C payments and arranging funds

· Booking space for air/sea shipment through shipping lines / nominated forwarder and coordinating with them until shipments depart from port and arrive to designation

· Allocating freight forwarders and negotiating for price and delivery of shipment
· Arranging insurance of exports and import consignments, fleet and property, workmen compensation and renewals of existing policies, negotiating with Insurance Companies for better premium and terms
Aug’02 to Jul’04 with Amitraj Enterprises, Raipur (CG) 
Joined as Office Administrator / Accounts Assistant.
Role:

· Provided assistance to the Sales Department on sales proposals; processed sales / purchase invoices and related billing procedures including follow up for payments due from customers and created payments for customers
· Developed periodical statements of sales & purchase of goods as well as undertook its analysis and taxation functions; created quotations
· Maintained petty cash book and insured timely reconciliation of project account

· Involved in the maintenance of Accounts using tally 6.3
· Dealt with customer queries and complaints along with co-ordination between sales staff and the customers to ensure timely processing of orders and deliveries
Professional Enhancements

· Logistics & Supply Chain Management Training from Omega Educational Institute, Bur Dubai in 2011

· Logistics & Supply Chain Management Course from Zabeel Institute in 2006

Education

· MCA from M P Bhoj Open University, Raipur (CG) India in 2002

· BCA from M P Bhoj Open University, Raipur (CG) India in 2000
IT Skills

· Conversant with Customized Accounting Software – Tally – 9, MS Office, Internet & E-Mail Applications
Personal Details

Date of Birth:


16th March, 1978
Languages Known: 

English, Hindi & Malayalam

