RESUME
Key Skills: General Administration ,Commercial, Stores, Logistics & SAP SD
I believe in strong value system, Total solution, Total commitment is what I strive to provide & perform my service with professionalism. A keen planner, strategist & implementer with demonstrated success of leading change management. Team leader in a dynamic, energetic and aggressive environment.

SAP certified ECC 6.0 - SD consultant (SAP Certification ID- 0013756218) 
Professional Synopsis

Over 20 years of experience in General Administration, Accounts, Excise, Vat ,Stores, Logistics, Warehouse,  Commercial operations &  2  years SAP Business process owner (BPO) in SAP- SD Module with sound knowledge of business processes.
 
Adept at managing administrative activities involving office maintenance, Housekeeping activities, statutory approvals / sanctions purchase of equipments, relationship management and documentation. Distinction of designing and implementing various compensation and benefits programs to ensure operational efficiency. A keen communicator with honed problem solving and relationship management skills. Effective communicator & leader with proficiency in managing people. Adept at administrative functions, recruitment Compensation, Appraisals, Career Planning, Personnel Management, Employee Relations & General Administration. Responsible for Accounts, Excise, Sales Tax,  Projects and Expansions ,and laisoning  with  all external Govt: and non Govt: bodies like Pollution control committee, Labour Department, Banks, Insurance agencies maintaining compliance with all applicable labour laws to the site and the entire organization. Establish and maintain all relevant external relationships.

Demonstrated ability to liaise with colleagues at all levels. Proven ability to handle multiple tasks; mature, independent and result oriented, excellent communication, interpersonal and facilitation skills with the ability to drive change.

Co-ordinate manpower Planning of existing set up, forecasting & planning for future requirement & set up any new project site by equipping with required manpower i.e. Technical, Non-technical & Administration back up personnel.
Handled induction and orientation of employees, Employees Welfare / Benefits and Motivation. Salary and wage administration. Managed the overall performance appraisal process; worked with managers to source and select top talent, develop succession plans, and identify functional and technical development needs & ensure training to develop employees.

Overseeing the store management and maintaining reduced inventory levels.
Maintaining the stock of material without any variance by conducting stock verification and documentation.
Implementation of Standard Operating Procedures within the warehouse and training team members in maintaining compliance with these procedures.
Ensuring quality packaging to prevent goods from getting damaged in transit. Avoiding any production stoppage due to material shortage by proactive calculations and assessments of the orders and material consumption based on a six weeks of lead-time. 
Monitoring and analyzing the loss in transit and undertaking measures to control the same.

Core Competencies: 

General Administration:


Managing facilities in the organization, including office infrastructure, building, Designing and preparing itinerary for officers, managing their visits at different locations, ensuring on time booking and their comfortable stay at hotels. Outsourcing AMC contracts for the maintenance of office building, infrastructure, office equipment, machinery and other assets of the organisation.Maintaining stationary for the office and clearance of various bills of stationary, telephone, Electricity for payment. Arrange for staff welfare, cultural activities. Administering matters pertaining to Safety, Security, Transport, Housekeeping, and Environment Management, and supervise other basic facilities in the organisation. Overseeing the maintenance and insurance of the vehicles

Operations / Documentation:


Furnishing reports and records to top management for expediting their decision making procedure. Ensuring smooth operations at all times & maintaining proper decorum & discipline by implementing & modifying the policies & procedures. 
Supervising and organizing staff welfare and administration activities etc.
Responsible for handling the inventory and maintaining reduced inventory levels.
Coordinating with various government departments for obtaining necessary sanctions / approvals. Extending administrative support for existing and new projects.

Relationship Management / Coordination:


Responsible for renewal of Factory License, Filing of returns to the Inspector of Factories; renewal of Consent with the Daman State Pollution Control Board.
Liaise with Sales Tax Department and Excise Departmen, Police, Transport Agencies, Landlords, Municipal Authorities, Labour Dept, Labour Welfare Dept and the Electricity Department to facilitate smooth flow of operations. Successfully organised the Annual Family Meet of the company.Conducting regular Safety Walks alongwith Maintenance & Housekeeping personnel; implementing Health, Safety and Environment Policies.


Excise & VAT

Headed a team for supervision and maintenance of excise, Service Tax, Vat, Pollution & Labour records in compliance with statutory laws and regulations and ensured compliance of timely filling of the monthly & quarterly returns of two units. Overseeing the maintenance of statutory records, viz. RG-1 –production registers, Cenvat credit registers and timely filing of monthly and quarterly excise E -returns, through SAP System / soft ware. Export Duty Draw Back claims documents, etc. ensuring availing of 100% Cenvat Credit. Coordinating in CERA / Special / periodical departmental audits under Central and Service Tax Acts, involving submission of necessary data and reports to excise department. Ensuring compliance to Service Tax Law, rules and regulation including periodical changes announced from time to time, to avoid any undue litigation, etc. Supervising and maintaining statutory records, for payment of Service tax having Centralized Registration and availing Input Service Credit for distribution under Input Service Maintaining proper records to comply with requirements of law & filing of ST-3  E- returns. Liaison and corresponding with Vat Department, Pollution control committee, Labour Department Banks, Insurance agencies maintaining compliance with all applicable labour laws to the site and the entire organization.
HRD:

Manage Appraisal process of the team and establish the framework for substantiating Performance Appraisal system linked to Reward Management.

Plan human resource requirements for the Dept, conduct selection interviews and induction programs. Maintain attendance details for all employees to identify LWP deductions & complete necessary Insurance and Medical cover formalities. Process salaries; coordinate for transfer of salary, bonus & incentives to the Bank. Prepare and submit Provident Fund. Process MediClaim / Personal Accident Policies; ensure speedy settlement of claims under both policies.


Stores , Logistics & Warehouse Management
To monitor the materials inward, outward, stock levels and purchase on reorder levels so that the continuous flow of raw materials for production should be ensured.
To see whether the statutory records like Stock Register, Purchase Register and maintained properly.
To keep track on the items which send for job work and ensure the completion of work within the stipulated time. Conducting routine inspection and stock audits to ensure reconciliation of physical stock. Ensuring proper stacking as per the norms and implementing the FIFO method Managing stores operations & ensuring optimum inventory levels to achieve maximum cost savings without hampering the production process. Working in close coordination with the vendors to ensure seamless supplies. Managing the logistics functions and negotiating with transporters for cost effective transport solutions. Handling fleet of vehicles and ensuring on time delivery and monitoring transit norms. Implementation of standard operating procedures within the warehouse. Knowledge of EXIM

Career Highlights

Since March 2004 working with Limited, (Jakson Group) as Sr. Manager – Administration, Commercial & Accounts. Jakson is a leading Manufacturer & Exporter of Diesel & Gas Generator sets, Panal Board, Solar Power & Soundproof Enclosure, etc. Annual turnover of Jakson group is Rs. 1800 crore.
PREVIOUS OCCUPATION

M/s CON-AMORE PLASTICS PVT. LTD DABHEL, DAMAN

Worked as Administrative & Commercial Officer for 3.6 years. (1996- 1999)  

Product line covers Plastic Bags, Laminated Film, and Metalised Film etc.

M/s DOLSON INDUSTRIAL INPUTS, PANCHAL INDUSTRIAL ESTATE, BHIMPORE. DAMAN.

Worked as Stores & Commercial In charge for 4.2 years.   (1999- 2004)  

 Product line covers Soap oils, Soap Bases and Soap Noodles.
IT Skills

·  SAP HR Module & SD Module.

·  Tally 7.2 , 9 &  M.S Office.
Education :  
Graduation in History from University of  Kerala         

                        Diploma in Computer Software Application

                Diploma in Air ticketing & Travel Management

                        Completed a training of Business Management

                        Executive Masters Program in Business Administration (E-MBA)
                        SAP SD Certification Course Passed in June’15
Personal Details

Languages Known
: Malayalam, Hindi and English  

Date of Birth

: 29th May 1972

Status                         : Visiting
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