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JOB OBJECTIVE 
In quest of middle level assignments in back office/front line with a reputed organization in the Accounts/Financial/Administration industry.
PROFILE SUMMARY 
· Post Graduate Diploma in Human Resource Management.
· An effective communicator with good time management in Accounts, Administration & Customer Services.
· Liaise with various grades of staff.
· Liaise with the clients in interest of the company.
CORE COMPETENCIES
· Management of day to day financial transactions of the company.
· Ensuring proper Management of Account Payable & Receivable.
· Handling and control of petty cash.
· Ensuring timely payments to vendors.

· Maintaining monthly Bank Reconciliation statements.
· Maintaining of payrolls & disbursement of salaries to office staff and workers.

· Self-Motivator and ability to work in a fast paced work environment.
· Possess excellent communication and interpersonal skills.

· Possess the ability of giving proper justification to any work assigned.
WORK EXPERIENCE

Mar’15-Dec’15

Container Solutions LLC (Asst. Accounts & Admin in Oman)


Role:
· Handling Accounts.
· Managing day to day financial transactions of the company.
· Systematic updating of invoices in the system on daily basis.
· Ensuring timely payments to vendors and processing cheques & cash payments to vendors.
· Handling of Bank Receipts, Bank Payments, and Cash Receipts & Cash Payments.
· Updating Petty Cash Payments on daily basis & ensuring the safe custody without any difference.
· Ensuring regular follow up on Accounts Receivables & updating the same on the system.
· Preparing payroll on Visacc Software and timely disbursement of Salaries to staff and workers.
· Maintaining Monthly Reconciliation Statements with the banks maintained and resolve any differences in a timely manner.

· Ensuring timely Reconciliation of receipts and payments to various vendors.
· Disperse the final invoices to the client.

· Handling Mails & Faxes and if needed forwarding them to the respective person or department.
· Handling Store, Files and retrieving corporate documents and reports as and when needed and organize all the office supplies.
· Proper Management of incoming and outgoing letters and packages.
· Administration Related Jobs :

Assisting to PRO



Staff Overtime

Staff leave


Staff Salary Slips



Purchase Entry

General Administration

Visa/Medical/Labour Card Records

Customer Service
Documentation

· All Correspondence with regards to Accounts & Administrative Matters.

· Any other job assigned by the Management.

Dec’11-Feb’15 

Container Solutions LLC (Asst. Accounts & Admin in Dubai)


Role:

· Handling Accounts.
· Managing day to day financial transactions of the company.
· Systematic updating of invoices in the system on daily basis.
· Ensuring timely payments to vendors and processing cheques & cash payments to vendors.
· Handling of Bank Receipts, Bank Payments, and Cash Receipts & Cash Payments.
· Updating Petty Cash Payments on daily basis & ensuring the safe custody without any difference.
· Ensuring regular follow up on Accounts Receivables & updating the same on the system.
· Preparing payroll on Visacc Software and timely disbursement of Salaries to staff and workers.
· Maintaining Monthly Reconciliation Statements with the banks maintained and resolve any differences in a timely manner.

· Ensuring timely Reconciliation of receipts and payments to various vendors.
· Disperse the final invoices to the client.

· Handling Mails & Faxes and if needed forwarding them to the respective person or department.
· Handling Store, Files and retrieving corporate documents and reports as and when needed and organize all the office supplies.
· Proper Management of incoming and outgoing letters and packages.
· Administration Related Jobs :

Assisting to PRO



Staff Overtime

Staff leave


Staff Salary Slips



Purchase Entry

General Administration

Visa/Medical/Labour Card Records

Customer Service
Documentation

· All Correspondence with regards to Accounts & Administrative Matters.

· Any other job assigned by the Management.
May’11-Oct’11

Kingfisher Airlines, Mumbai, Maharashtra (Centralized Load Control Unit Officer)

Role:

· Plan and manage the Load Control Service for all airlines to implement and deliver a safe, punctual departure from Mumbai Airport and Outstations airports.
· Managing the Load Control Section, ensuring that Weight & Balance Requirements are provided according to the Airline Operating Manual and Government/International regulatory requirements.
· Monitoring and preparing flight departure register as and when required.
· Configuring and registering aircrafts with the correct flights.
· To monitor the changes that occurred in the flight schedule and then adjusting the Departure Control System.

· To prepare and release the weight and balance documentation i.e. (Loading instruction report, Load Sheet and Trim Sheet) for an aircraft.
· To file load control documentation in secure and orderly manner.
· Performing post departure activities after the flight.
· Any other job assigned by the Management.
Feb’09-April’10

Tracmail, Mumbai, Maharashtra (Collection Agent)

Role:

· Ensuring maximum recovery on accounts through inbound/outbound telephone contact in a timely and comprehensive manner. 

· Grow and nurture customer relationships on every interaction that results in measurable Customer value.
· Meet and endeavor to exceed metrics on transactional quality, compliance regulations and productivity as per goals.
· Documenting necessary account information and provide appropriate solutions that benefits the customer.
· Balancing customer interests with the interests of American Express.
· Ensuring to strike the right balance between helping customers in need through a range of workout programs, and taking actions to prevent spending that will not be paid back to American Express.
· Primary focus was to protect and recover American Express' receivable assets, while delivering on our customer commitment. 
· Ensuring customer satisfaction in Inbound and Outbound calling 
· Any other job assigned by the Management.

May’08-Dec’08

Adventity (Cox & Kings), Mumbai, Maharashtra, (Customer Care Executiv0065)
Role:

· Delivering comprehensive Tour information’s, answering to the customer queries, finalizing the tours and travel packages and completing registration process.
· It also included the arrangement of tours around the world through custom made travel packages, along with the flight booking and hotel reservations.
· Fielded a high volume of customer calls.
· Developed strong relationship with the managers and staff, a cohesive and productive team within a deadline-driven management. 
· Cross selling: Ensuring the targets are met and increase the revenue stream of the company.

· Excellent team player with good communication and listening skills.
· Any other job assigned by the Management.
Computer Skills: 

· Familiar with the Windows, Ms Office Word & Ms Office Excel.
Extra Curricular Activities: 

· ISO 9001:2008:- Attended ISO 9001:2008 Quality Management Internal Auditing Workshop.
· Boxing: Silver & Bronze medalist in Boxing at Inter College Level. Pursued National Representation.
EDUCATION

2009

Post Graduate Diploma in Human Resource Management from Welingkar Institute of Management.

2008

Bachelors of Commerce, University of Mumbai, India – (Accountancy and Economics) 
                 

PERSONAL DETAILS

Date of Birth:  

15th September, 1985
Languages Known: 
English, Hindi and Marathi
Nationality: 
Indian

