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SUJATHA 
----------------------------------------------------------------------------------------------------------
Objective:

To work hard for an organization that enables me to achieve an aspiring and earnest position and that not only supplements my present knowledge and enhances my creative skills and derives me towards challenging career.
Visa status: Husband Visa.

Educational Qualification:

· Currently pursuing MBA from Sikkim Manipal University. 
· Graduation in commerce steam (B.Com) Bangalore University. Karnataka 
· PUC: Completed at Pre-University College Uppinangady, Mangalore. 
· NCVT: Electronic Mechanic at Bethany Institute Nellyadi, Mangalore. 
Computer Knowledge:

MS Word, MS-Excel, Power Point, Photoshop and Peachtree, DacEasy, Tally ERP.9
Professional Experience:

· 5 years experience in administration and accounts department 
· 2 years technically experience in electronics field as Trainee operator and Work supervisor. 
Designation: Administrator cum Project Coordinator. (Period: Aug 2012 to present date.)
Company profile: MEP Contracting Company

Job profile:

· HR function - Maintaining employee data base 
· Day to day office administration, accounts and petty cash handling. 
· Sales and purchase Invoicing and details maintaining of Clients and Sub-contractors. 
· Management of Purchases, Purchase order approval, sub-contractor company analysis and compliance with company policy in purchasing. 
· Calculations of overtime and wages of the employees. 
Project Support

· Record of Drawings, Contracts, Payment Certificates, Documents of Civil, Mechanical, Electrical, Plumbing, Calculation Sheets and Data Sheets and Progress Reports. 
· To organize copies of hard & softcopy documents, incoming and outgoing. 
· To maintain the record of all controlled documentation  issue, status and location. 
· To ensure that all documents are well checked and submitted on time 
· To perform regular audit on project documents in order to ensure that all documents are properly maintained and forwarded to the action parties. 
· Resolve procedural issues in a timely manner 
Skills:

· Working knowledge of construction documents, drawings and specifications. 
· Experienced in working in an engineering project group 
· Capable of leading teams & Customer focused 
· Capable of understanding the interface between other systems (client, contractors, suppliers, etc.) 
· Strong interpersonal skills and ability to work with others in a positive and collaborative manner. 
· Demonstrated ability to work accurately, follow instructions/schedules/timelines and handle multiple priorities. 
· Polished, professional, well-organized, and eager to learn and be challenged. 
· Works under minimal supervision, commitment to work in pressure if required, interested to work as part of a growing team. 
· Understanding of construction teams roles and processes. 
· Good understanding and experience of document control systems, technologies, databases, processes and procedures. 
· Understanding of the engineering and construction workflow for a project. 
V4 MEDIA PVT. LTD MANGALORE
Designation: Administrator (Period: October 2009 to December 2010.)
Company profile: TV Media channel

Job profile:

· Maintaining program schedules 
· Responsible for providing administrative support to the Accounting Manager 
· Perform responsibilities of handling the Accounts Receivable and Billing function of the organization 
· Handling Advertisement Accounts and payment follow-up s 
· Perform posting of customer payments by recording checks, cash and credit card transactions 
· Handling Admin activities 
· Perform all other accounting related tasks under the instructions of accounting manager 
M/S SUJITH DÉCOR PACK PVT. LTD BANGALORE

Designation: Accounts & Administration Executive. (Period: October 2006 to December 2008)
Company Profile

Manufacturer of Jewellery boxes and Gift boxes.
Job profile:

· Maintain Day by day activities of Org. 
· Responsible for processing purchase ledger and sales ledger 
· Handling petty cash entries, maintaining invoice files, and day to day accounts 
· Calculations of incentive and wages of the employees. 
· Handling admin activities. 
· Maintaining stock details 
· In-depth knowledge of accounting and general bookkeeping procedures 
M/S V-GUARD INDIA PVT. LTD BANGALORE

Designation: Work Supervisor  (Period: June 2006 to September 2006)
Company Profile:

Manufacturer of UPS, Stabilizer, Inverters, Water pumps, Cables and Water Purifiers etc

Job Profile:

· Perform Process audit in every shift 
· Investigate, determine root case & resole quality issues in production. 
· Review, description and initiate corrective action related to material rejected by production. 
· Maintain quality record and preparation of ISO related documentation. 
· Train the operator regarding importance of ESD. 
· Defining quality standards and ensuring that all deliverables are of high quality and meet client needs. 
· Set and document workflow/ procedures for all work stages. 
· Monitor effectiveness of the Quality Assurance process/ workflow. 
M/S AMERICAN POWER CONVERSION (INDIA) PVT. LTD. BANGALORE

Designation: Trainee Operator  (Period: June 2005 to May 2006)
Company Profile:

Manufacture of UPS Networking Products, Power solutions, Accessories like communication cards and Web adapter cards.
Job Profile:

· Root cause analysis: Product process, component & field failure. 
· Handling of sophisticated Equipments & Text fixtures. (IEEE standards Fixtures). 
· PCB functional testing & UPS final testing. 
· Maintaining Quality records & preparation of ISO related Documentation. 
Summary of Other Skills

· Possess excellent planning, organizational and management skills. 
· Ability to build and maintain effective working relationship with customers 
· Knowledge in ERP systems, accounting software, Micro Soft Office, and the Internet. 
· Attention to detail with good communication and interpersonal skills. 
· Possess positive attitude with pleasing personality. 
· Strong organizational skills and has the ability to balance a variety of tasks simultaneously. 
· Ability to perform tasks with minimum supervision and under pressure. 
PERSONAL INFORMATION:

Nationality:
Indian
Languages Known : English, Hindi, Kannada, Tulu.
Hobbies:
Listening music & Yoga.
SUJATHA CV No: 1695414
To contact this candidate click this link submit request with CV No
 [image: image1.png]XGulfjobseeker.com

Helping you to search bestjobs & talent since 2002!




