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CAREER OBJECTIVE
To work with a company, where I can put all my experience and knowledge to the best use, to add value and can contribute to the overall growth of the company.

BREIF SUMMARY
I have experience in Sales Support, office management and administrative support. Following are my key strengths:
· Computer expertise, with proficiency in all MS Office programs (Word, Excel ).
· Assisting Sales and Marketing Team
· Broad-based experience covering a full spectrum of administrative duties, including executive support, office management, billing/invoicing, payroll administration, customer care, Stationery Management, account management, database administration, document preparation, Drive/Staff Co-Ordination, travel/meeting coordination and project/program support.
· Superior multitasking talents, with the ability to manage multiple high-priority assignments and develop solutions to challenging business problems.
· A proven reputation, with a consistent history of exemplary performance reviews and recognition for driving efficiency improvements to office systems, workflows and processes.
· Excellent in Customer Service and problem solving.
ACADEMIC QUALIFICATIONS
· B. Com. From Bombay University

· H.S.C. From  Maharashtra state board

· S.S.C. from C.B.S.E

IT KNOWLEDGE BASE
· Well versed with computer and internet

· Tally
· PACT
· Windows

· M.S. Office

· Working knowledge of Page Maker and Corel Draw

EMPLOYMENT EXPERIENCE

CURRENTLY WORKING 

Company 
: MAAREB ELECTRIC(Jebel Ali)

Designation
: Office Manager

Since

: October 1(Temp)
Job Description:
· Preparing Quotations and Purchase Orders

· Preparing invoices

· Voucher entries, Entries of cash book, sales and purchase bills.
· Preparing and sending Statement Of Accounts to clients

· Payroll 

· In charge of all Receivables and Payables

· In charge of all communication to Clients, Suppliers and Banks

· Attending all calls, answering all queries, Mails, Faxes etc.

· Managing day to day affairs of the company

· Manpower management
Company 
: M/s. Three Square Builders and Developers, Mumbai

Designation
: Administrative Officer

Tenure 
: September 2009 to June 2015
Job Description: 

· In charge of receivables and payables.
· Preparing Quotations and Purchase orders.
· Preparing and sending statement of accounts to clients

· In charge of all communication to suppliers, clients and Banks.
· Answering calls, queries, emails, fax etc.
· Follow up on collections.

· Prepare monthly payroll.
· Managing day to day affairs of the office.
· Managing the employees of the company.

Company 
: Minaxi Fisheries (P) Ltd.

Designation 
: Assistant Administrator

Tenure 
: January 2002 to July 2009

Job Description :

· Receive and answer calls.
· Handle Bank transactions.
· Computing payroll.
· Managing day to day affairs of the company.
· In charge of maintenance of the office and factory premises.
· Follow up with suppliers and customers.
· All types of correspondence 
· Other office related works.

Company 
: M/s. Mediflow pharmaceuticals (P) Ltd.

Designation 
: Administrative Assistant

Tenure 
: October 1997 to November 2001

Job Description :

· Making reports as per the company’s requirement.
· General accounts related works such as preparation of vouchers and record keeping.
· Entries of cash book, sales and purchase bills.
· Maintaining stock register.
· Banking related works.
· Preparing and maintaining all correspondence.

PERSONAL DETAILS
Date of Birth  : 14/01/1973

Sex 

: M

Status 
: Married

Nationality 
: Indian

Languages 
: English, Hindi, Malayalam, Marathi

