Dealing with Commercial Functions & Accounts, Central Excise & Sales Tax, Administrative activities, Export documentation, Banking Functions, Liaoning with Govt. for Assessment, MIS, Sales-Marketing, Dispatches, Invoicing, Logistics, Stores activities etc.

Curriculum - Vitae
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About 9.6 years' of experience in various fields; Commercial, Admin & Accounts, Sales & Marketing.

Key Skill:-

	
	
	Working Experience

	Current Organization
	:-
	M/s. VARDHMAN FABRICS LTD.

	
	
	(A Unit of Vardhman Textile Ltd.), Budhni, Sehore [MP]

	Designation
	:-
	Officer - Commercial (Functional & Accounts)

	Period
	:-
	From 01-June-2015 to at Present

	Job Responsibilities
	:-
	


· Managing Commercial activities related Sales, Dispatches, Logistics, Transportation, Invoicing, Domestics, Export & Excise documentation etc.
· Function Logistic operations, Arrange Transportation, Freight Management.
· Verify, Process and Advise for payments of Bills of Contractors, Transporters, Service providers, Suppliers & Vendors etc.
· Verification of bills against the received material and process them through the defined channel for timely payments to suppliers.
· Coordination between Commercial Operational & Functional and Accounts.
· Handling day-to-day track of Incoming & Outgoing Materials.
· Records & accounts of materials, Document, Excise, Gate Pass etc.
· Preparing document, Invoice, DI/DA, DO, PI, DPL related to sales & dispatches.
· Perform statutory procedures like VAT, Service Tax, Sales Tax and Excise.
· Prepare Daily, Weekly, Monthly MIS reports and other reports.
· Preparation documents of Export & Domestic consignment and samples.
· Reporting to Senior Manager & Sr. VP.
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	Second Work Experience:-
	6 year 02 Months

	X-Organization Name
	:-
	M/s. KJV ALLOY CONDUCTORS PVT. LTD.

	
	
	Borgaon, Sausar, Dist. Chhindwara [MP]

	Designation
	:-
	Sr. Officer Commercial (Sales & Excise)

	Period
	:-
	From 24 March, 2009 to 31 May, 2015

	Company Profile
	:-
	KJV Alloy Conductors Pvt. Ltd. is an ISO 9001-2000


Certified Company. The company engaged in Manufacturing Power Transmission & Distribution Conductors of Aluminum & its Alloys, production of its own raw material which is EC Grade Aluminum and AL-Mg-Si Alloy and T4 Wire Rod etc. Its products are AAC/AAAC/ACSR Conductors, Aluminum Wire, Aluminum/Alloy Wire Rod, Ingots and continuous Rolling since from 1989.
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Job Responsibility
:-

Marketing, Sales and Dispatches activities

· Promote and Executing sales activities achieve and fulfill sales targets.
· Handled all activities related with Sales, Marketing and Dispatches.
· Handled our very important Clint, Customers and Dealers.
· Visit to client & customers regularly, Negotiating pricing, terms & condition.
· Inventory Control for fast moving and to ensure timely availability of goods.
· Making PI, PO, DI/DA, DC, Invoice, DPL documents related to sales & dispatch.
· Daily review of Order status, receipt, billed pending.
· Order amendment and invoicing, rate, quantity, value, freight, packaging.
· Payments receipt and clearing of receipt against invoices in accounts.
· Follow up for payments, advance payments, Letter of credit, Sales Forms & etc.
· To issue notes and records interest on delayed payments, short payments.
· To submit the list of documents in tandem with the customer's requirement.
Central Excise and Commercial activities

· Maintained all day to day documents and records of Central Excise.
· Maintained & create Export related documents, Job work registers, Service Tax.
· Maintaining and perusing all works related Commercial Sale Tax.
· E-filling of Central Excise and Service Tax monthly & quaterly returns.
· Preparation of Excise Invoices and documents for Excise rebate/ refund claims.
· Handling & perusing Central Excise, Service Tax and Sales Tax related works.
· Monitor Sales Tax assessment, Excise audit, appeals and assisting in solving all their queries.
· Application of 'C'/'H'/'F' Forms & Commercial Forms in timely issue and receive.
Admin, Finance & Accounts activities

· Managing & handling all day to day accounts work and activities.
· Warehouse/Store operations like Incoming Material and outgoing materials.
· Handled Stock records, accounting, Daily inventory report, Excise Gate Pass.
· Maintaining day-to-day track of incoming & outgoing of material.
· Maintaining & submission MIS reports and Information to Management/Directors.
· Making Employee/Workers details and releasing Salary & Wages.
· Verify quotations and ensure negotiations of best terms and raise the PO.
· Verify Account bill passing & Reconciliation of suppliers, debtors & bank etc.
· Verify purchase bills & Reconcile store MRN and Financial transaction with accuracy & in a timely manner.
· Maintain and update data and records related to commercial.
· Handl supliers & venders bills, Transporter freight bills & Contractors bills.
· Handling of records in soft & hard copy & properly handling documentation works
· Submission of Bank documents, Letter of Credit, Bill Of Exchange.
· To ensure effectiveness in all administrative activities related to unit plant.
· Liasoning with Govt. body ie DIC, Industrial Corp, TRIFAC.
· Reporting to Directors & CMD.

	First Work Experience
	:-
	2 year 03 Months

	X-Organization Name
	:-
	ESSKAY INDUSTRIAL CORPORATION,

	
	
	Ghatkopar (E), Mumbai.

	Designation
	:-
	Administrative cum Sales Executive.

	Period
	:-
	From 01 December, 2006 to 28 February, 2009

	Company Profile
	:-
	ESSKAY INDUSTRIAL CORPORATION is a Manufactures


& Exporters of all kinds of Industrial Furnace, Refractories, Hot Dip Galvanizing Plants,
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Casting, Forging Equipments & Scaffolding Materials, and Building Equipments etc.

since from 1972.

Job Responsibilities
:-
Office Administration, Sales & Marketing

· Handling all Day to day administrative works and sales activities.
· Follow-up for the faster payments.
· Co-ordination between Administrative and Accounts departments.
· Visiting Clint’s & finds new customer & giving them the details of Products.
· Taking Orders & making Quotation, planning for the dispatches.
· Preparing Domestic sales & Export dispatches documents Invoices, Bills etc.
· Making Employee details & Salary of 150 Staff & workers.
· Reporting and Submission of Reports and Information to DGM/GM/Partner.
· Reporting to DGM/GM/Partner/Director.
Areas of Experience


HR / ADMINISTRATION

· Maintaining database and details of employees.
· Verifying attendance sheet and providing report to accounts for payroll processing.
· Issuing address proofs & proofs of employment for Bank & Other Purpose.
· Managing and organizing meeting, seminar & in-house workshop.
· Company vehicles arrangement & management.
· Managing & Handling all day to day administrative work and activities.
LOGISTICS, SALES, EXCISE & DISPATCHES

· Handling all Commercial activities, Central Excise activities.
· Handled all responsibilities of Excise & Logistic section.
· Handling and dealing orders, supply with existing and new client and customers.
· Warehouse operations Warehousing, Dispatches, Incoming & Outgoing materials.
WELFARE

· Organizing various Events, Sports, Awareness Program, Function, Sports etc.
· Organizing Birthday Celebration, Health camp etc.
Academic Education Qualification


	EDUCATION
	BOARD / UNIVERSITY
	PASS YEAR
	DIVISION

	
	
	
	

	Master of Business
	K.S.O.U.
	2015
	First Class

	Administration (M.B.A.)
	
	
	

	
	
	
	

	
	
	
	

	Bachelor of Business Studies
	Tribhuvan University
	2006
	Second Class

	(B.B.S.)
	
	
	

	
	
	
	

	
	
	
	

	Diploma in Engineering
	Council for Technical
	
	

	(3 Years Diploma in Computer
	Education and Vocational
	2006
	First Class

	Engineering)
	Training, Nepal
	
	

	
	
	
	

	Higher Secondary Education
	H.S.E. Board, Nepal
	2001
	Second Class

	(10+2)
	
	
	

	
	
	
	

	
	
	
	

	School Leaving Certificate
	SLC Board, Nepal
	1999
	First Class

	(S.L.C. 10th)
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Special Skills :-

· Documentation skill, Communication skill
· Decision & Leadership skill
· Organization & Interpersonal skill
· Hard-working, Smart-working and Punctual
· Dedicated to work
Technical Skills :-

· Friendly with Office Application, Internet & Email operations
· Computer Hardware Software & Networking
· Programming skill (C, C++, Tally, SAP)
· Designing & Presentation
ABOUT ME :-

To join well-esteemed organization, which gives me an opportunity to grow-up my knowledge and give me a quality environment & better future. Seeking a position to utilize my skills and abilities in a dynamic organization, which in turn will help me to attain my goals and further develop my skills for future challenges. I am interest to work in any type of creative/challenging jobs to Commercial, Office Administrative, Excise, Sales & Marketing field. I can mobilize my work anywhere in India and abroad also. My salary expectation is negotiable and looking for long term job.

	
	
	

	
	
	Personal Information

	Name
	:
	SATISH 

	
	
	

	Date of Birth
	:
	29-April-1982

	Marital Status
	:
	Married

	Nationality
	:
	INDIAN

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



Declaration :-

I hereby declare that all the information furnished above is true to the best of my knowledge.

)
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