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Brief Summary of Experience
Over 4 years of diversified experience in Administration, Non-Financial Bank Management, Backup Incharge and overseas experience in Warehouse Administrator.
· 2 years of overseas (Dubai) experience in Warehouse Administrator. 
· Nearly 2 years of experience in the field of Non-Financial Bank Management.

· More than one and a half years of experience in contracts execution of Aadhar ID Card & Census projects in India. 

Key Skills 
· Microsoft Office Applications : MS-Word, MS-Excel : Lookup, Pivot Table, MS-Powerpoint.
· Internet Searching and Email, Outlook Applications.

· Knowledge of Focus & Tally
· IT Skills : Database, PHP, Java
· Knowledge of Operating System : Windows, Linux.

· Strong Analytical Skill  
· Detail & Result Oriented
Current Job Profile

Warehouse Administrator
Party Zone LLC  –   , UAE          

                                             – From November 2013                                                                
Administration and general office duties to include daily documentation issue, customs clearance, receipt & filing. Communication via telephone or email to answer any queries from customers or within Company Wholesale, Retail & Accounts. 
Responsibilities

· Preparing Purchase and Sales Orders.
· Customs Clearance – Clearing goods through customs

· Preparing, Processing Import & Export documentation as per Customs Regulations

· Classifying goods according to tariff coding system

· Calculating duty and tariff payments owed on shipments

· Shipping Documentation – Supplying our carriers with commercial invoice needed for customs. Sending customer dispatch notes for their shipments, noting Discrepancies
· Email and Internet Research Abilities – Email Staff and customer documentation, day to day activities to Management and Search internet courier sites for their tracking service.
· Making and Receiving Telephone Calls – Requesting booking in slots and general communication and enquiries.

· Filing – File Daily Pick list, LPO, Stock Transfer Note, Shipping Documents, dispatch info forms etc.

· Returns – Maintain records for all returns with discrepancies and preparing Good Returns Voucher
· Preparing Quotation and LPO, Invoice in Focus as per Client sales report
· Updating Storage Location Details in Excel, to track location easily
· Inventory – Coordinating inventory process with warehouse Team
· Ensure the space is well organized, clean and attractive

· Record all work wear and safety shoes/boots issued to Warehouse Staff Personnel
· Record and file Vehicle records and fuel costs on a daily / weekly basis 

· Receiving shipments and giving Plan schedule of Shipment receiving Details.

· Preparing Picklist, Invoice, Delivery Notes & Delivery Schedule.
· Updating Stock Movement entries including stock updation, inter transfers & write offs in the corresponding storage locations.

· Updating Goods return vouchers in Focus from the customers.

· Preparing Monthly input / output report for management.

· Coordinating with warehouse on stock position of items, shipment arrival, off loading details and delivery of Units for the customers.

· Warehouse Staff Daily work reports updating to Management on daily Basis.
· Maintaining all files like Picklist, LPO, Invoices, Shipment etc.
· Updating all Warehouse Staff information to HR.
· Coordinating with Sales Team about Delivery Details, Stock update.

Manpower under Warehouse
: 20 
Most Recent Work
Junior Officer – Non – Financial Bank
Manappuram Finance,  , India                                               – April 2011 to September 2012      
Responsibilities 

· To assist the overall business and administrative aspects of operations of the branch
· To assist for growing the market for Manappuram Group products, drive scale and ensure efficient management of branch operations
· To ensure smooth operations of branches ensuring compliance, reporting and day to day monitoring of financial, administration and people ensures ensuring alignment with the overall branches
· Ensure quick turn around time for customers of the Gold Loan business
· Assist customers in filing forms required for various products offered by Manappuram Group
· Inform the customer about various Gold loan schemes available as well as information on other financial products of Manappuram Group
· Ensure proper documentation of records of all process like gold loan disbursal, daily accounts consolidation, pledge release, GL1 reports, GL2 reports, FORM H, DPN and maintain files orderly in manner.
· Follow up with overdue customers
· Keep track of outstanding and overdue loans / payments and follow up with the concerned customers on repayment
· Daily cash received from Customers, cash register Maintenance, Cash Handling. 
· End of the Day Cash keep into locker.
· Responsible for Day to Day Accounts Handling, prepare trial balance, statement of accounts, Pledge Report, Release reports with Filing Seperately.
· Handling BRS Statement.
· Prepare Monthly Collection Report, outstanding report, monthly growth report, New customer growth report and send to H.O..
· Interaction with the customers, allotment for loan.
· Directly Meet the customers, Informing about Auction and Overdue Issues.
· Prepare Overdue Report, Auction Report, NPA report.
Past Work Experience
Backup Incharge
Swathy Smart Card Pvt, Ltd  –   , INDIA                                              – June 2009 to March 2011

(Non-Govt. Company Supporting Govt. Project)                                                               

Our main working area was must Backup the contents of the hard disk of the computer at Each Enrollment station from time to time in External Hard disk. If the data gets corrupted, we need to re-enroll the Residents which will be a loss to my Company. Hence taking backup is Extremely important.
Responsibility:

· I trained 30 Data Entry Operators and 30 Co-Ordinators about SECC and Aadhaar ID Project.

· I transmitted file from Tablet PC and Server.

· I checked quality of the enumerations and tested error in the project.  

· Maintained Database
Major Projects Handled
· Aadhar ID Card.

· SECC Project.

Professional Training Course
· Junior Typewritter : English – Tamilnadu State Govt                                                                           - 2007
Patel Institute.  - India
Professional Education
· Master Of Computer Application [MCA]                                                                                                - 2011
Anna University,  , India
· Bachelor of Science [Physics]                                                                                                                 - 2008
Scott College,  , India
Technical & Linguistic Expertise
· Microsoft Office Application
: Excellent
· Languages       


: English 
– Read, Write, Speak

  


  Tamil  
– Read, Write, Speak


 


  Hindi    
– Speak

 


  Malayalam 
– Speak 
Personal Information

	Age
	27

	Sex
	Male

	Civil Status
	Indian, Single

	Date of Birth
	05th May 1988
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