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Career objective
Admin \Hr\Operations\Sales\Retail\Accounts – Multi Player

· A seasoned professional with over 15 years of experience in Retail, Sales, HR, Operations & Administration.
· Excellent communication, organizational and project management skill.
· Actively involved in negotiating trading terms and agreement.
· Demonstrated expertise in development & implementation of promotion plans and Space negotiations with the stores, thereby surpassing the Sales Target consistently.
· Proficient at maintaining cordial relationship with customers, ensuring business retention.
· Excellent leadership, management, interpersonal, intuitive, and analysis skills; thrives in both independent and collaborative work environments.
· Independently manage all Sales, Customer Service, General Accounting, Financial reporting, Administrative, Purchasing, Inventory Control & Staffing functions for a privately owned business.


Problem Solving   
                Communication


Planning and Organizing



Adaptability  

                Team Player


                Result Driven
Self Motivated                                   Initiative  
                                             Independent  
 SHAPE  \* MERGEFORMAT 



 Dubai, (July 2014 till Date), 
  Position: Operations & Admin Supervisor
Party Zone: Leading distribution companies with Primary focus on Novelty items like Disney & Marvel Toys and seasonal items (Christmas, Halloween, and Easters. Etc), with focus on Toy retailers Class A Hypermarkets, Supermarkets and Department stores. 


· Assisting the HR Department for all document preparation for visa processing, renewals, passport withdrawals, medical, contract signing.
· Short listing candidates for an interview, Interviewing candidates & Ensure proper Employee inductions.
· Preparing Payroll & Assisting Accountant for attendance & payment vouchers.

· Maintaining important documents & Drafting Letters, Memo & Warning letters.
· Solving internal issues of accounts in Sales Return.
· Managing all Tenancy contract & Trade License for company & all branches.

· Purchase various Non inventory items for Office use.
· Maintenance works of Warehouse and shops, arranging with approved suppliers as and when required

· Monitoring Driver’s & Merchandiser’s for deliveries.

· Solving the customer problem in deliveries.

· Checking the Warehouse functions including WH Admin, WH In charge & Supervisor.

· Monitoring & checking the inbound & Outbound of items with proper document.

· Checking the Sales Team Visit Report & Sales Team LPO Checking.
· Maintaining Petty Cash & Payment Request.

· Checking invoices, STN, pick lists, quotations, GRV, GRN, INU, credit note, delivery notes.

· Daily sales report submission and maintaining pending invoice list.
· Invoicing, follow up for receivables & cheque collection, deposits, data update.
· Preparing Delivery Schedule for WH.

· Checking all HO admin works.
· Updating all Director’s via mail regarding Office & WH Work Task.

· Following with different departments to ensure timely processing of jobs & its completion.
.
Smile Pvt Ltd/ Mahasemam Trust (July 2006 to April 2012)
Position: Area Manager
Smile Pvt Ltd/ Mahasemam Trust: Leading non-banking finance company (NBFC), registered with and regulated by the Reserve Bank of India (RBI). Engaged in providing microfinance services to women from poor segments of urban and rural Tamil Nadu. Our vision is to help. We believe we can achieve this, by providing financial and non-financial services to the poor and thereby recognizing them as a bankable segment.

· Instrumental in supporting the company’s rapid growth and expansion, including a 100% increase in revenues and profitability in the last six years.

· Developed and implemented an entire administrative process and structure to professionalize the business, improve productivity and increase accountability.

· Automated manual accounting and financial analysis/reporting functions with Excel spreadsheets and other PC-based tools.

· Handled Over 8 Branches with Clients of Over 40000 & Portfolio of 4 AED Billion.
· Monitoring more than the team of 75 Staffs’ with proper supervision & control.
   Iyyan Super Market (June 1999 to April 2006)
   Position: Store Manager
 A leading Super Market based in the State of Tamil Nadu
Started off as a Sales Man and was promoted to the position of Store Manager. 

· Responsible for sales, new customer development and customer service.
· Launched entrepreneurial venture and established a successful commercial business 

· Coordinated scheduling, managed purchasing and inventory, and handled all accounting, billing, collection and banking functions.
· Fast-paced position with a high-volume regional grocery distributor.
· Scope of responsibility was diverse and included customer service, order processing, customer complaint resolution and inventory planning/control.
· Promoted two times in four years based on strong communications, organizational and customer management skills

Education: 

MBA Finance, PG in Micro Credit Management, BBA – Madurai Kamaraj University

Languages:

English, Hindi, Malayalam & Tamil.
Computer Skills:
Proficiency in Word, Excel and Power Point, Advance Diploma in Computer &               Hardware Application, Tally ERP.9, Focus 8.0 Advanced.
Date of Birth: 

17/10/1982
Marital Status:

Married

Visa:


Employment, Transferrable

Driving License:
UAE (Final) & INDIA issued.
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