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OBJECTIVE:
To obtain a challenging position in an organization that provides professional growth opportunities. Strive to escalate self-performance and efficiency by effectively adapting to the challenging work culture and work pressures, thus grow professionally with dedication and hard work.

PERSONAL PROFILE:                         Date of Birth
:               March 4, 1987
                                                                          Place of Birth
:
Mangalore, India

                                                                          Nationality
:
Indian

                                                                         Marital Status
:
Married
   EDUCATION:
 Post-Graduation 

Mahe  Manipal University, Dubai
 2009 - 2011                                          Master of Business Administration (Specializing in Accounts & Finance)

Graduation 


St.Andrew’s College of Science, Arts & Commerce, Bandra (W), Mumbai

2004- 2007                                            Bachelor of Commerce (Specializing in Accounts & Finance) 
Schooling


 Indian High School Dubai, UAE
1990 -2004                                            CBSE Board- Delhi 

PROFESSIONAL TRAINING:
2004 – 2007                                         St Andrew’s college institute of computer education, Bandra (W), Mumbai
                                                               Microsoft C++ Programming Degree

PROFESSIONAL EXPERIENCE:

Gokaldas Exports Pvt. Ltd.




March 2015 - Till date

   Bangalore, India 

Executive Costing

· Preparing and analysing internal cost sheets for shipment orders.

· Preparing Pre and Post Costing Shipping Reports.

· Factory cost sheets editing and updation.

· Preparing Top Ten orders every week for the Financial Controller.

· Working on WFX Server (World Fashion Exchange) for Purchase Orders and Shipments.
· Recommending solutions to process failings and contribute to the continuous improvement of processes.
· Preparing and issuing cheques  for incurred expenses

· Handling delivery notes and invoices
· Maintaining efficient service delivery by ensuring transactional requests are completed within relevant timescale.

· Ensuring data quality & accuracy are met at all times

   Gokaldas Exports Pvt. Ltd.




March 2014 - February 2015
   Bangalore, India 

      Executive Assistant/Secretary to the Deputy CEO

· Preparing and analysing daily and monthly reports for the Deputy CEO.
· Handle office administration, attending phone calls, handling incoming mails & filing.

· Scheduling appointments and meetings 
· Recommending solutions to process failings and contribute to the continuous improvement of processes.
· Preparing LPOs,

· Secretarial practice

· Maintaining stationary stock for the office

· Facilities Management
· Preparing and issuing cheques  for incurred expenses

· Maintain records of telephone calls

· Handling delivery notes and invoices

· Assisting in Factory Visits
    Al Futtaim Pvt. Ltd.                                                              March 2012 – Dec.2013    

          Dubai , UAE

       HR Analyst

· Conducts joining formalities; corporate induction for new joiners from Grades 1-17 ie (from Farrash, Technicians, Assistants, Executives, Analysts, Specialists, Managers, Senior Managers, Group Managers).

· Process Visa application for successful candidates in coordination with Group Admin Department.

· Preparing Probation confirmation Reports and Confirmation Letters.

· Executes Hiring action in SAP (PRT ECC6 Production).

· Providing Analytical support for 10,000 employees in the area of HR related matters, including HR Systems issues.

· Providing expertise in a specific functional area (eg. HR processes, policies, transactions & etc)

· Handling complex cases on HR processes, policies and systems.

· Ensuring all incoming requests is attended to accordingly.

· Assuming responsibility for case resolution.

· Protecting Data Privacy at all times.

· Promoting zero breach of office security policies.

· Ensuring data quality & accuracy are met at all times

· Dealing with data changes/ updates which have direct impact on payroll.

· Closely monitoring WIP cases.

· Maintaining efficient service delivery by ensuring transactional requests are completed within relevant timescale.

· Ensuring all payroll impact transactions are updated in the system before payroll closes every month.

· Recommending solutions to process failings and contribute to the continuous improvement of processes.

· Continuously strive to gain customer satisfaction and minimize complaints on the delivery of HR Connect Services.

 Al Futtaim Pvt. Ltd.    




 Oct.2010 – Feb. 2012

               Dubai, UAE

HR Associate
· Creating cases on a day to day basis with regards to the employee queries and issues 

· Attending and assisting to calls with regards to the employee queries and issues 

· Ensuring efficient daily call management

· Verifying the employee master data in order to assist in processing loans(HRA ,Electronic, Air Travel etc)

· Mastered knowledge on  HR connect Tier 1 operations and support tools

· Assisting for Payroll Input 

· Protect Data Privacy at all time and adhering to confidentiality requirements to promote zero breach of data security.

· Filing documents  

· Handle office administration, handling incoming mails.

AL FUTTAIM WATCHES & JEWELLERY           


March – Sep.2010    
                 Dubai, UAE
Sourcing Assistant

· GRN follow ups on deliveries from the Operations Team.  

· Payment requisition & follow ups with the finance department

· Spare parts ordering and follow ups with suppliers

· Samples arrangement (new samples) and safekeeping (old and existing samples)

· Filing documents & barcode printing as & when required

· Delivery & Shipping Documents follow ups for Watches, Spare Parts, & POS Materials

· Creating Articles on SAP before each watch shipment arrives.

· Preparing and issuing cheques  for incurred expenses

· Handle office administration, attending phone calls, handling incoming mails & filing.

· Preparing LPOs,

· Secretarial practice

· Maintaining stationary stock for the office

· Facilities Management

EMIRATES NBD BANK - Network International            

 March 2008 – Feb. 2010    
                         Dubai, UAE

Assistant Office Administrator

· Preparing LPOs.
· Raising purchase orders requests through Oracle P2P System.

· Preparing and issuing cheques  for incurred expenses

· Handle office administration, attending phone calls, handling incoming mails & filing.

· Scheduling appointments and meetings 
· Assist with separating bulk mail, certified mail and express mailings.

· Maintain records of telephone calls

· Handling delivery notes and invoices

· Preparing and handling the payment of Telephone bills

· Attending to and solving miscellaneous issues

· Maintaining stationary stock for the office

· Facilities Management

· Filing activity on daily basis

· Invoice payments

· Secretarial practice

EMIRATES NBD BANK - Diners Club
                                       Nov. 2007 – Feb.2008      
                                Dubai, UAE

Processor – Settlements

· Preparing Reconciliation statements on Excel

· Working on daily settlements – Receivables and Payables

· Preparing Petty cash vouchers on a daily basis

· Working on Synergy, Equation and Smart Business Online Applications

· Preparing and working on airline sales on a daily and monthly basis

· Passing and Loading the required vouchers

· MIS 

· Preparing and issuing cheques  for incurred expenses

· Handling correspondence and prepare accounts statements 
· Preparing and maintaining monthly accounts
· Handling incoming mails & filing
ABN AMRO BANK  

                                                                    June - Oct. 2007                                      
              Dubai,UAE  
Data entry and Administrative Executive - Accounts Services

· Creating credit card files

·  Account Opening creations

· Input the created files

· World check, black listing

· Central Banking & Internal check

· MIS - 
Inward and Outward

· Document Checking
· Quality check
· Warehousing and Inserts for credit cards and corporate accounts.
 CAREER CATALYSTS         




               May - June 2007

           Mumbai, India 
Recruitment Executive

· Posting job vacancies 

· Understanding Job descriptions

· Calling and booking the interviews with required candidates.

· Preparing daily MIS

· Maintain records of the CV 

· Preparing daily and monthly reports.

· Handle office administration, attending phone calls, handling incoming mails & filing.

· Scheduling appointments and meetings 
REFERENCES: Can be furnished upon request.
DRIVING LICENSE: Valid UAE DL till 2019
LANGUAGES KNOWN: English - Fluent (Read, Write & Speak)

                                                 Hindi - Fluent (Read, Write & Speak)

                                                 Arabic & Urdu - Moderate (Read & Write only)

                                                 Konkani & Marathi – Fair (Speak only)

Also possess adequate knowledge of MS Office, HTML, WFX, SAP (HR), Oracle(Purchasing).
