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========================================================================Objective

To be a member of an organization where growth and prospects are unlimited and an individual is recognized by his hard work. As a professional, I am creative, innovative and looking forward to work in a challenging environment and strive for excellence

Overall Work Experience Summary

	Sl. No.
	Company / Division
	Position Held
	Year

	001
	GAS Arabian Services Co. Ltd.Mechanical Division (Head Office)
Dammam, Saudi Arabia
	Sales 
Coordinator
	Jan2013 to till date

	002
	GAS Arabian Services Co. Ltd. Field service Division

Jubail, Saudi Arabia
	Sales / Project Coordinator
	Aug2010 to Dec 2012

	003
	Velankani Communications Technologies 

Bangalore, India
	Assistant Accountant
	Jul 2008 to Feb 2010

	004
	Jebel Ali Gulf Resort & Spa
Accounts Division

Jebel Ali, UAE
	Assistant Accountant
	Mar 2008 to Jun 2008

	005
	Abdul Samad

Chartered Accountant 

Mangalore, India
	Assistant Accountant
	May 2007 to Feb 2008


Work Experience - 001

Working as Sales Coordinator in Mechanical Division ofGAS Arabian Services Co. Ltd. Dammam, Kingdom of Saudi Arabia from January 2013 to till date
Products&Suppliers Handled in Mechanical Division

· Compressor and Steam Turbines - Elliott-Ebara, USA
· Air Compressors - FS-Elliott, USA
· Pumps – Amarinth Pumps, UK
· Filters – Freudenberg Filtration Technology, Germany

· Rubber Expansion Joints - General Rubber, USA
Job Responsibilities as Sales Coordinator

· Coordination with Sales Team

· Coordinating between suppliers and customers for products handled

· Handling overall operations of the division for all the products handled

· Enquiry processing, Quotation processing, Order processing

· Logistics ( air, sea & courier)
· Invoicing / payment collection, payments to suppliers & preparing reports    

· Maintaining all commercial data for the division

· Preparing sales/budget reports etc for the division as advised
· Preparing presentations for top management / board meeting etc as advised
Work Experience - 002
Worked as Sales & Project Coordinator in Field Services Division ofGAS Arabian Services Co. Ltd. Jubail, Kingdom of Saudi Arabia from August 2010 to December 2012
Suppliers & Services Handled in Field Services Division

· Rotating Equipment Services For Elliott-Ebara Group and FS-Elliott

· Static & Piping Works For SPIC Group, India

Job responsibilities as Sales& Project Coordinator

· Coordination with Sales& Project Team

· Coordinating pre-shutdown and post shutdown planning in coordination with the project manager / engineers

· Assisting in setting up of site facilities and lay-down areas

· Assisting inmobilization / de-mobilization of men and materials

· ID processing for men and materials

· Resources handling / execution support

· Petty cash handling / payment settlement to sub-contractors / vendors

· Preparing project expenses report and summary report

· Maintaining all commercial data for the division

· Preparing sales/budget reports etc for the division as advised
· Preparing presentations for top management / board meeting etc as advised
· Handling overall operations of the division for
· Enquiry processing, Quotation processing, Order processing

· Logistics
· Invoicing / payment collection, payments to suppliers & preparing reports    

Work Experience - 003
Workedas Assistant Accountant at Velankanni Communications Technologies, Bangalore, Karnataka, India from July 2008 to February 2010
Job responsibilities as assistant accountant:

· Handling funds and maintaining petty cash register
· Managing day-to-day banking functions including bank reconciliation statements and expenditure
· Preparation of monthly staff pay roll and reports on daily bookings of journal vouchers
· Providing details of billing invoices and accounting policies to staff, vendors and clients
· Maintaining weekly cash flow management and reporting activity
· Preparation of STPI related activities
· Preparation of trial balance
Work Experience - 003

Worked as Assistant Accountantat Jebeli Ali Gulf Resort & Spa, Jebel Ali, UAE from March 2008 to June 2008
Job responsibilities as assistant accountant:

· Daily Cash Closing of outlets

· Managing day-to-day banking functions including bank reconciliation statements
· Preparation of monthly staff pay roll and reports
· Providing details of billing invoices and accounting policies to staff, vendors and clients

· Maintaining weekly cash flow management and reporting activity

Work Experience - 004
Worked as Assistant Accountant under Charted Accountant, Mr. Abdul Samad, Mangalore, Karnataka, India from May 2007 to February 2008
Job responsibilities as assistant accountant:

· Coordinating for Customer Auditing

· Filing of Income Tax & Sales Tax of Customers

· Coordinating in preparation of trial balance, balance sheets of customers

Academic Qualification

· Bachelor of Commerce, Degree awarded from Mangalore University, Karnataka, India 

Year of completion - August 2007

· MS Office, Tally & Peach Tree - Year of completion - August 2007

Personnel Information
Date of Birth



:
18th June 1986
Marital Status



:
Married
Religion



:
Christian

Nationality



:
Indian

Computer Skills


:
Proficient in Windows and MS Office 

Languages Known


:
English, Hindi, Kannada, Konkani,Tulu
Strength

· Knowledgeable on Saudi Aramco, SABIC Sales & Project Coordination
· Quick to learn and be result driven

· Can adopt to new working environment quickly

· Ability to work under pressure

· Ability to learn from others & from mistakes committed 

· Ability to travel and relocate

· Holding valid Indian & Saudi driving license and able to drive in Middle-East
I do hereby certify that the above information is correct and true to the best of my knowledge.

Sincerely Yours
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