	Kamalavalli 
Kamalavalli.296435@2freemail.com  
	



Objective

To achieve organizational excellence with drive, initiative and commitment and to leave a mark as a best performer in any organization providing excellent growth opportunities, professional/managerial satisfaction and a challenging work environment. 

experTISE
Enterprise Solutions
Dashboards & Presentations
Order Tracking/ Processing
End to End Coordination for Order processing, shipment tracking
Coordinating with vendors- Microsoft, Cisco, IOMEGA, Samsung, Intel, Autodesk, Adobe, Fortinet
Verticals
Manufacturing

Government

Energy

Hospitality

Logistics
Healthcare
Education
Technologies

Microsoft Windows 7/ 8/ 10
Microsoft Office 2007/ 2010/ 2013/ 365

Product
Cisco Routers
Cisco Switches
Cisco Wireless Product
Cisco Security Appliances
Microsoft Licensing
Intel- Servers, Motherboards, Storage
Autodesk Licensing
Adobe Licensing
COMPETENCIES
coordinate actions to Achieve the goals
Ability to discuss strategic and sensitive issues with vendors for customer satisfaction
Build and maintain excellent relationships with colleagues, vendors, customers
Ability to learn any New Process and implementing it
EDucation, TRAINING & CERTIFICATIONS

Masters of Business Administration




Madras University, Chennai
Master of Commerce






Madras University, Chennai
Bachelor of Commerce





Madras University, Chennai
LAD (FPP/ OPEN/ OV/ CA/ SA/ EA/ SEL) FY09 & FY10

Microsoft Certification
PROFESSIONAL EXPERIENCE 
APTEC DISTRIBUTION FZ LLC – an INGRAM MICRO COMPANY
Roles

Backend Support
Designation
Operation Specialist – CISCO Products
Products
CISCO- Routers, Switches, Security Appliances, Wireless Products
Duration
12/2014 - Till Date

Responsibilities & Activities

· Vendor Coordination – Hardware & software

· Order Processing

· Special Discount approvals

· RMA- Stocking Orders, Back to Back Orders

· New Product Updates, positioning price levels & Price changes

· License Transfer
· Coordinating with Logistics division for shipments; End to End tracking of Transactions, shipments and update the status to the vendors & Customers

· Order Logging on the vendor end & transaction status tracking
· Coordinating with warehouse for all inwardness and other related issues
· Provide appropriate solutions to Customer Queries & Complaints to their satisfactory

· Coordinating with National Distributors and Vendors for enhancing operations efficiently
· Preparation of POS reports to vendors and verifying claims from vendors and National Distributors
· Report Generation & periodic Review
· Inventory aging & weekly order recap with TAT
· Inventory Management

· Customer Queries & Complaints

· Weekly Claims
INGRAM MICRO INDIA LTD
Roles

Team Leader
Designation
Senior Executive – Business Support
Product
Microsoft, Autodesk, Adobe, Fortinet, Symantec, Intel, All leading Hardware Brands
Duration
07/2008 – 10/2014
Responsibilities & Activities
Lead 20 members team and provide day-to-day management to a dedicated Purchasing Team to deliver timely, quality and value add purchasing services and advice to the Department, Manage communications and the flow of information to and from the Team so that individual team members are kept informed of and are aligned to Unit, Group, Branch and Departmental initiatives, objectives and priorities

· Support the Procurement Manager in the day-to-day management of the Supply Unit by promoting and facilitating a collaborative and integrated approach to the delivery of an end to end supply, procurement and purchasing service
· Monitor compliance against the purchasing Policy and help educate internal customers on purchasing processes.

· Develop and maintain a high performing team by effectively implementing the Department’s Performance Planning and Reviewing Framework 
· Build purchasing capability within the Team by implementing development plans 

· Provide clear leadership and direction around day-to-day management of the Team’s work programme ensuring that individual team members are appropriately supported and the Team’s case load is appropriately resourced to deliver timely, quality and value add purchasing services and advice
· Build effective relationships across Shared Services within branches in order to drive support and commitment to the Department’s Procurement and Purchasing Policy and processes

· Manage engagement with internal customers to monitor and obtain feedback on purchasing service levels and outcomes

· Manage effective communications to internal customers about Purchasing services and changes to business processes

· Interact closely with Customers and Vendor managers
· Manage purchasing processes and allocate requisitions to resources and other purchasing based service requests.

· Monitor the requisitions queue to ensure timely responses to, and management of, all requisitions by the team. 

· Work with the Manager Procurement to develop and implement strong best practice purchasing processes and practices.

· Educate business groups on the Department’s purchasing framework and policy and in best practice purchasing approaches and behaviour, ensuring appropriate purchasing tools and support are available for requisition
· Work with the Purchasing team to identify and implement changes to business process that will enhance service delivery 

· Oversee and monitor workloads to ensure purchasing services and advice are delivered in a timely manner and in accordance with customer service level expectations 

· Assess, monitor and report on the risks associated with purchasing 

· Monitor compliance of the purchasing process
INGRAM MICRO INDIA LTD
Roles

Executive
Designation
Business Support
Product
Microsoft, Samsung, Iomega, Logitech, Genius & HCL
Duration
02/2003 – 06/2008
Providing professional services to vendors & customers, maintaining strong account relationship with vendors & Customers and participating in value propositions & negotiate successfully to close a sale
Responsibilities & Activities
· Vendor Coordination – Hardware & software

· Order Logging – Samsung, Acer, Iomega, Logitech & Genius

· Product Updates, Positioning price levels

· End to End tracking of Transactions
· Inventory Management & Pre-Sales administration

· Business group support to sales branches for enhancing operations efficiently across the country
· Involved in developing process improvement plans

· Coordinating with freight forwarders for shipment movements

· Primary level – Vendor & Customer Relation
· Complaints handling and providing appropriate solutions to the satisfactory of customers & vendors

· Analyzing the cause for complaints & maintaining the standards to avoid such complaints in future

· Maintaining feedback from customers for the quality of service rendered as a tool for improvements
· Mailing weekly order recap to customers

· Handling customer queries regarding products and services

· Report Preparation

· Stock Report

· Claims Report

· Freight Consolidation Report
ACT INDIA (DIV. OF SICAL), CHENNAI
Roles            Executive
Designation
Business Support
Duration
02/2001 – 01/2003
Responsibilities & Activities

· Implementing Business Development Procedures as per the company standards

· Coordinating with other departments for knowledge transfer & for a smooth flow of transactions

· Organizing dealers meet to assure prompt service to customers & take any corrective actions if required

· Invoice & Delivery management, post sales business support and follow ups
· Support sales operations, order processing, Inventory Management
HOTEL BREEZE, CHENNAI
Operations
Luxurious Hotel

Designation
Customer Support
Duration
12/1998 – 01/2001
Responsibilities & Activities
· Professional service to guests who are checking into or out of the facility, and to offer assistance to guests as needed during their stay
· Resolving customer’s complaints and adapting strategic thinking to improve customer satisfaction
· Analyzing funds flow & take corrective actions
FAZE THREE EXPORTS, CHENNAI
Operations
Textile/ Garments Exports
Designation
Accountant
Duration
11/1997 – 10/1998
Responsibilities & Activities

· Monitoring funds flow and keep track of accounts
· Monitoring Companies working capital, payments & Collections

· Perform Monthly Cost- profit analysis & report performance indications to the management

· Coordination with HR department in maintaining records as per Indian Labour Act
personal details

Date of Birth

14th July, 1977
Address

City Tower1, Flat No 609, Al Qasimia, Sharjah, UAE

Marital Status

Married

Nationality

Indian
Languages

English, Hindi &Tamil 
Visa


Husband Sponsored
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