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Permanent Address:

                    Kuttukaran House
                    Manakodi P.O.
Thrissur
Kerala
India

Personal Details
Nationality:          Indian

Religion:              Christian
Marital Status:     Marriied 

Excellent Language Skills:

English, Hindi, Malayalam
	 

	Procurement / Purchase / Logistics professional with more than 4 years’ career with experience in management, purchasing and procurement, materials planning and development, contract administration, vendor negotiations, and customer relations.  Also over 6 years of experience in the field of Accounting and finance.   Boasting a consistent & proven track record of successfully employing best business practices that improve efficiency, reduce operating costs whilst increasing performance. Hands on leadership experience across a range of logistics functions including import & export operation procedures, customer service, transportation, distribution & inventory management. Consistently achieves outstanding results in challenging environments while building strong, loyal relations with both clients & colleague acquired substantial experience in analysis, implementation and documentation of service management. Skilled and experienced in preparing contracts, managing the bidding process at every level and in negotiating with suppliers and subcontractors.  Dynamic leader consistently achieves outstanding results in challenging environments while building and maintaining strong, loyal relations with both clients and colleagues.
CAREER OBJECTIVE
 I strive to work in an environment that exposes me to a wide spectrum of situations that     would contribute to enhance my learning under a continuous process. 

EDUCATION AND TRAINING 

· Bachelor of Commerce
University of Calicut, Kerala, India – 2002-2005
· Plus Two (Commerce)
Kerala state board, India – 2000-2002
· Certified Professional in Foreign Accounting (CPFA) 
· Computer Hardware Maintenance & Networking.
SOFTWARE PROFICIENCY
· Tally. ERP 9
· Peachtree
· Quick Books
· Focus Reach
· MS windows
· MS word
· MS excel
CAREER SNAPSHOT
· SAAB OIL FIELD SOLUTION DAMMAM SAUDI ARABIA – Procurement / Purchase Officer –December 2012 – September 2016
· CHERRY BOARDS & PANELS  PVT .LTD, Aluva, Kerala - Accountant- June 2011 –November 2012 
· JAMEEL ABDUL GHANI ASEERI TRADING EST,KSA-JEDDAH – Accountant-May2010-May 2011
· SETHU SANTHAN & COMPANY (CHARTED ACCOUNTANT FIRM THRISSUR)- Assistant Accountant January 2009- may 2010
· AGIO STOCKS & SHARES (P) LTD THRISSUR- Assistant Accountant  June 2009- January 2009

· MANAPURAM FINANCE VALAPPAD THRISSUR – Accountant cum Cashier- January 2006-may2008
WORK  EXPERIENCE

SAAB OIL FIELD SOLUTION DAMMAM SAUDI ARABIA 
Procurement / Purchase Officer (2012December  – September 2016 )
· Receive and process company staff request and making sure to deliver requested goods on designated department.
· Responsible for the analysis of the requisition, specifications, pricing, delivery and reports for quality and issue purchase order and send to the source of supply to proceed as per the conditions mentioned on it, which include negotiation and quality assurance.
· Manages and coordinates competitive with the suppliers for procurement of goods to ensure that the company makes wise purchases of goods or services to resell or use.
· Planning and reviewing purchase orders for completeness and processes requisitions following department policy / procedure.
· Ensuring the order files are updated as soon as new orders are placed or amended with cancellations.
· Handling of claims to factories and vendors for defectives, shortage, missing parts.
· Report to end-user, if any discrepancies in received materials & follow up with vendor and end-user to resolve the issues.
· Maintain complete updated purchasing records/data and pricing in the system. Creates spreadsheets to track professional services and conducts follow up as requested.
· Ensuring the correct quantities ordered are delivered to the planned availability dates and conducts inventory regularly.
· Ensuring high standards of customer satisfaction through timely and adequate responses to status requests and other inquiries.
· Maintain a high degree of professional and ethical relationships with clients and suppliers as well as external entities.
CHERRY BOARDS & PANELS PVT LTD. ALUVA, KERALA, INDIA
Accountant (2011 june – 2012 November)
· Collected A/R through collection calls and correspondence.
· Reviewed, analyzed and assisted with approval of customer credit. 
· Researched and documented problems and proposed solution.
· Regularly evaluated customer financial data and payment history to evaluated credit exposure.
JAMEEL ABDUL GHANI ASEERI TRADING EST. JEDDAH-KSA
Accountant (2010 may -2011may)
· Manage and coordinate all marketing and accounting activities
· Participated as a team member to achieve monthly goals.
· Full Cycle collection – 30/60/90/120 on aging report.
· Completed periodic cash forecasting, researched payment and inventory discrepancies,and responded to a large volume of coustmer inquiries. 
· Manage the key accounts and communication with potential customers
SETHU SANTHAN & COMPANY,THRISSUR, KERALA, INDIA
Assistant accountant (2009 january –2010 May)
· Supervise junior tax accountants and bookkeepers.
· Monthly review of P/L and financial statement issued.
· Counsel client on a variety of tax issues.
· Prepare state and local tax returns.
· Manage the key accounts and communication with potential customers

AGIO STOCKS & SHARES (P) LTD,THRISSUR, KERALA, INDIA
Assistant accountant  (2008 june-2009 january)
· Able to handle audit and accounts of the company.
· Able to take right decision regarding shares.
· Knowledge of stock market.
· Knowledge of the financial products and stock market.
MANAPPURAM FINANCE PVT LTD. THRISSUR,KERALA,INDIA
Accountant cum cashier (2006 January –2008 May )
· Responsible for counting money in cash drawers to make sure the correction of amount.
· Responsible for maintaining the area clean and orderly.
· Maintained good relationship with existing customers

· Identify & market products to the new customers
ABILITIES & SKILLS
· Ability to solve issues by effective decisions.
· Good communication skills.
· Fast learner, willing to shoulder challenges & responsibilities.
· Confident and sincere to the works.
· Good team player.
· Good Inter-personal skills.
  HOBBIES
· Playing Cricket, Badminton, Cycling & Driving.



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