
Curriculum Vitae
	Objective :
Areas of interest:



	Pursuing a challenging career where knowledge and skill can be best used in development of the organization and self.

· Supply Chain, Procurement, Warehousing & Logistics

· Administration and Accounting
· Customer Support


	Professional Strengths : 
	· Ability and willingness to learn more whilst on the job.

· A positive attitude, organized, systematic approach and hardworking.

· Accustomed to working in a busy & stressful environment.

· Punctual, disciplined, energetic & loyal employee.

· Ability to work under tremendous pressure.

Possess excellent organization and management skills 
· Goal oriented and ability to handle multiple tasks 
· Proven track record in customer service like managing front desk operations, processing order and communicating reliable information to customers 
· Ability to resolve complex departmental problems 
· Proficient in basic operating systems like Microsoft Word, Excel, PowerPoint, Access, Outlook
· Posses excellent written and verbal communication skills 
· Possess extensive administrative, Accounting and customer service skills 
· Ability to maintain good relationship with customers


	Professional Experience
	DRA LOGISTICS (TRIBURG GROUP) since Nov 2007n as a W/house Team Leader till date.

Logistics & Warehousing : TEAM LEADER

· Attending to customer’s requests and supporting them with costing and value added services.
· Continuously monitor effectiveness of the warehouse-operations strategies aimed at reducing operating costs, including wages, and improvement of quality-control procedures.
· Planning the shipment and warehouse operations and allocating the space in advance.
· Follow-ups on day to day basis & coordinate with warehouses to make sure that order/receipts are processed on time.
· Develop, implement and enforce material-handling policies/procedures, and regulatory-compliance procedures
· Review the warehouse operation throughout the work process and at completion, including the daily check to ensure that all products are stored safely.
· Maintain proper security and good housekeeping of both premises and stock.
· Oversee manpower, security and general upkeep of warehouse, including regular maintenance of material handling equipment.
· Maintain accurate and up-to-date inventory records and ensure that inventory reports are prepared and distributed to the customer. Ensure stock is maintained and rotated properly and regularly. 

· Attending to customer’s requests and supporting them with costing and value added services.
· Continuously monitor effectiveness of the warehouse-operations strategies aimed at reducing operating costs, including wages, and improvement of quality-control procedures.
· Planning the shipment and warehouse operations and allocating the space in advance.
· Follow-ups on day to day basis & coordinate with warehouses to make sure that order/receipts are processed on time.
· Develop, implement and enforce material-handling policies/procedures, and regulatory-compliance procedures
· Review the warehouse operation throughout the work process and at completion, including the daily check to ensure that all products are stored safely.
· Maintain proper security and good housekeeping of both premises and stock.
· Oversee manpower, security and general upkeep of warehouse, including regular maintenance of material handling equipment.
· Maintain accurate and up-to-date inventory records and ensure that inventory reports are prepared and distributed to the customer. Ensure stock is maintained and rotated properly and regularly.
· Distributing the jobs to Customer Service Representatives and Warehouse staffs

· Meeting with Customer Service Representatives and Warehouse staffs on daily basis for planning and pending issues.

· Coordinate with warehouses to make sure that order/receipts are processed on time

· Responsible for maintaining health and safety standards inside the warehouse; and report to the manager in case of any lapses or issues related to safety and health of workers.
· Responsible for proper housekeeping and cleanliness of warehouse premises and the stocks. Also responsible to check for infestation of the cargo stored in the warehouse.

· Organizing the dispatch and delivery of goods and ensure stock is maintained and rotated properly and regularly. 

· Provide daily operational reports that are accurate and timely.

· Working on KPIs and reporting to Manager

· Maintaining Inventory control 100% and   cycle count schedule through system.
· Maintain records related to vendor or billing invoices.

· Performing invoicing through system. Conduct billings, including associated back up and documentation as per customer specifications.

· Responsible for all customers billing and make sure that all billings are accurate and timely.
Admin
· Optimal efficiency in daily invoicing (i.e. Sea / Air, export, import shipments)

· Working closely with Sales Department and Freight Department team on Scheduling, Transportation & operational issues on daily basis.

· Preparing W/house daily reports and submitting to the Higher Authority.
· ISO  Annual Audit Filing 

· Renewal of warehouse Operational Fitness Certificate with Trakees
· Provide all information to the warehouse on upcoming shipments.

· Closing files by checking with routing and quotes.

· Closing the Jobs and Follow up on invoices and close coordination with the accounts team.

· Maintaining files pending & closed jobs and handover to concerned person.

· Negotiate and finalize the Vendor quotations for admin warehouse/requirement.

· Scheduling shipment as per the requirement of the Customer.

 M/s. Radhika Somana Designers Pvt. Ltd, Bangalore India-(Nov 2004 - Nov 2007

ACCOUNTANT:
Working as part of a team that is responsible for making sure that the flow of costs and revenues between the various projects, regions and people is accurately accounted for and managed.

Duties & Responsibilities   

· Assisting the Accounts and Tax manager in a variety of business roles.

· Maintaining Ledger Accounts, Profit & Loss Accounts & Balance Sheet
· Reconciling of internal accounts
· Handling Petty Cash and Cash Book on daily basis and reporting to Sr. Accountant
· Bank reconciliation and reporting to Manager
· Balance sheet reconciliations.

· Verification of work orders & supplier bills for the payment
· Preparation of cheque payments to suppliers.
· Preparing payroll and TDS certificate of staffs
· General ledger entry including accruals and prepayments.

· Dealing with statutory returns.

· Assisting internal/external auditors with queries.

· Chasing outstanding customer accounts. 

· Resolution of invoice queries including credits.

· Assisting with sales / purchase ledger duties, cash books and payroll. 

· Communicating clearly and effectively with the accounts team. Monthly / quarterly management accounts preparation.

· Assisting in the preparation of year end accounts for clients. 

· Registering clients for VAT and PAYE.

M/s Ray Corporation, Mangalore, India.,  ( 2002 to 2004)
ACCOUNTS ASSISTANT:
DUTIES & RESPONSIBILITIES
· Responsibility of maintaining office activities and day to day Accounts
· Responsible for managing accounts receivable, account payable and payroll departments. 

· Reported on differences in quarterly costing reports. 

· Responsible for administering online banking functions. 

· Recorded company expenses. 

· Responsible for other duties as assigned. 



	
	Computer Skills:

· WMS –AWARE EXACTUS Software.
· MS WINDOWS 

· MS-WORD, MS-EXCEL, MS-POWERPOINT     
· TALLY SOFTWARE 9.0


	

	EDUCATIONAL QUALIFICATIONS:
Graduate Degree    :  Bachelor Of Commerce, Mangalore University, INDIA
Specialized subjects: Accountancy (Advanced, Cost & Management), Marketing, taxation & Banking

PERSONAL PROFILE: 

Date of  Birth


15th July 1979

Languages Known


English, Hindi Kanada & Konkani

Marital Status             

Married  

Nationality                  

Indian                   
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