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MID LEVEL ASSIGNMENTS IN BUSINESS SUPPORT SERVICES
Accounts & Finance | General Administration | Customer Relationship Management

A keen communicator with honed interpersonal, problem solving and analytical abilities

PROFILE SUMMARY
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Jaw12 - Mar'12 Aug12- fum'13 Since May'14

Birla Sun Life Insurance, India Fractal Ink Design Studio, India IDMC, UAE




· A competent professional over 2 years of experience Finance, General Administration and Customer Relationship Management across India & UAE
· Well versed with financial terms of the organization, statistical and graphical representation of corporate finances, principle of management and their code of ethic, marketing structure and process, Tax Deduction, Net Assets Value calculation in Mutual Fund, Risk Analyses and calculation of Beta, Vertical Book keeping and Derivative 
· Exposure in handling general administrative activities including material procurement, vendor development, housekeeping, budgetary control, fleet management, back-office operations, asset management and outsourced annual service contracts

· Skilled in overseeing facility management functions and negotiating with service providers for cost-effective solutions to ensure effective & seamless operations

· A go-getter with strong communication, coordination, analytical & networking abilities
CORE COMPETENCIES 
· Planning & scheduling payroll activities to ensure timely, accurate & error free processing of salaries; implementing increment, incentive & other remuneration policies for the same

· Coordinating between employees & senior officials to resolve the complicated transactional issues

· Looking after various administrative activities viz. technical & office records of stationery; developing budgets as per organizational needs

· Creating & sustaining a dynamic environment that fosters development opportunities & motivates high performance amongst team members; imparting continuous on-job training to accomplish greater operational efficiency

· Handling the procurement of materials, stationery and office equipment; ensuring correct forecasting of supplies to maintain optimum inventory level and establishing cordial relations with vendor base to get competitive rate

· Developing budgets & annual plans to manage facilities as per organizational needs, managing inventory of materials and handling procurement of the same within desired timeframe
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ORGANIZATIONAL EXPERIENCE

Since May’14: IDMC, Abu Dhabi, UAE as Office Manager               
Role:
· Ensuring matching of invoices, debit/credit notes, delivery notes, purchase orders, goods receipt notes, vouchers and other related documents before creating any accounting entries 

· Preparing and reconciling monthly income schedules to identify income to be included in monthly management accounts 
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Assisting Managers in the preparation of reports, documentation, and budgets 

· Checking invoices/vouchers vis-à-vis contracts, purchase orders and approval limits 

· Reconciling financial discrepancies by collecting and analysing account information 

· Ascertaining manpower needs, screening & short listing resumes and sourcing quality candidates within least time

· Establishing reference network to ensure smooth recruitment operations

· Creating & sustaining a dynamic environment that fosters development opportunities & motivates high performance amongst team members; imparting continuous on-job training to accomplish greater operational efficiency

· Handling general administrative activities viz. technical, housekeeping, travel & office records of stationery to manage operations; finalizing service agreements to execute works as per pre-set norms 

Accomplishments:

· Established business processes, controls & systems to ensure operational excellence and reduce risk by 100% / amount

· Received appreciation from the management for achieving timely targets and mission
PREVIOUS EXPERIENCE
           Aug’12- Jun’13: Fractal Ink Design Studio, India as Finance & Administrative 
                                     Assistant
Role:

· Generated and modified documents using MS Office; handled general clerical duties (photocopy, fax, mails and filing)

· Maintained the hard copy of the important documents and monitored electronic efiling system
· Managed records for staff office space, phones, parking, company credit cards and office keys
· Organised meetings and conferences; administered staff weekly schedules
· Looked after general filing including incoming faxes, notice boards memorandums, etc.
· Prepared and processed staff monthly salaries including tax deductions (Profession Tax, Income Tax & Loans)
· Provided administrative support in regards to preparation of invoices, challans, receipts and dispatches

                 Jan’12- Mar’12: Birla Sun Life Insurance, India as Customer Support


Role: 
· Collaborated with customers in regards to insurance schemes & plans
· Presented seminars and promoted company’s products and sales in markets
· Provided resolution to customer queries by ensuring escalation to the concerned department


ACADEMIC DETAILS

2014
B.Com (Finance & Marketing) from Vivekanand Education Society Institute of Finance Management, Mumbai University, Mumbai, India
PERSONAL DETAILS

Date of Birth:


22nd Feb’1993
Languages Known:

English (Fluent), Hindi (Fluent) & Urdu (Fluent)
Nationality: 


Indian
Marital Status:


Single (Unmarried)

I hereby declare that the above-furnished information is true to the best of my knowledge and belief.


