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Enthusiastically seeking a challenging and leading position in a demanding and task oriented organization, which would allow me to utilize my skills and capabilities in a strategic, innovative and analytical way.



            EDUCATIONAL ACHIEVEMENTS

· Bachelor  of  arts (Economics)  –  Mahatma Gandhi University,                            


                                   Kerala, India
· PGDCA (computer)

      -  Mahatma Gandhi University
· Pre-Degree(plus-Two)                -   Commerce Group from Kerala 

     

              

                      Board


· School Levels                                    -     From Kerala Board of  

                                                                                Examination and Rajasthan Board   



          PROFILE IN BRIEF
· A result oriented professional with 6 years of exposure in Distribution Base Organisation (4 years experience in GCC & 2 years in India)
· Well-versed with Accounts packages.

· Proficient in MS Office, internet and email.
· Energetic & self-motivated with a high degree of commitment to the job assigned.

· Can work under pressure & meet deadlines. 

                                EMPLOYMENT HISTORY

PETROYAS FZE (FIRE FIGHTING EQUIPMENT CO) DUBAI

· LOGISTICS CO-ORDINATOR CUM PURCHASER CUM OPERATIONS
            10.10.2011 - till date

HIGHLIGHTS

· Manage the entire Order entry and acknowledgement to the customer, allocate inventory, generate pick tickets to the warehouse, issue goods rework instruction to the warehouse, follow up till the order is packed, coordinate with pre-shipment inspection agencies, prepare shipping documents, pre-alert customers to collect/ make freight booking with carriers, generate the final invoice, and update the customer with the same
· Prepare all relevant commercial and customs documentation 
· Work in close co-ordination with the team to ensure the customer satisfaction.

· Generate weekly order updates to customers, by collating information from supply chain team + open sales orders

· Generate shipment plan. Work with sales team, supply chain and finance to resolve any open issues or blocks to achieve the monthly revenue targets

· Receive and investigate customer claims and complaints
· Maintain up to date records for customer claims and complaints
· Maintain up to date records for order cancellations, and report to the sales and business leaders

· Maintain data archives in both soft and hard copies for the purpose of record retention
ACME INDUSTRIAL HARDWARE TRADING, ALQUOZ, DUBAI
· Administration 
                18.11.2009 – 25.08.2010
HIGHLIGHTS

· Sending enquiries, asking for quotation, to local and international suppliers
· Preparing purchase order and follow up for all purchase procedures
· Preparing local purchase order for local suppliers
· Assisting administration and office works
· Preparing commercial sales invoice, packing list and delivery orders

· Arranging to deliver the material with the customer

· Follow up with the shipping agent for importing materials from suppliers, preparing 

Document for shipment

· Co-ordination with Customers.
          M/s.Lakshmi group of companies - KERALA

·  Office Administrator cum Accounts Assistant         

                07.06.2008 – 20.07.2009
· Assisting in Maintaining Books of Accounts in Manuel and Tally.

· Handling Correspondence.
· Attending Telephone calls.
· Assisting administration and office works
· Co-ordination with Customers.
· Filling and up keeping files and preparing bills.
· Follow up with clients.
· Maintaining Library etc.


       

   
 COMPUTER LITERACY 

· Post Graduate Diploma in Computer Application.

· Awareness of accounts packages Tally 7.2
· Proficient in MS Office, MS Excel c++, oracle, java, email, internet etc.

       



       

   
            REFERENCES

· Can be provided on request
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Personal Profile





DOB 	           19/06/1988


Gender             Female


Nationality      Indian


Marital Status Married





Dubai, UAE


	


Languages Known


English, Hindi & Malayalam 





Place of Issue	: Cochin


Visa status    : Husband Visa

















