ASHA
ASHA.331684@2freemail.com 


[image: image1.jpg]





Occupational Objective
Endowed with quick adaptation skills and willingness to learn, I am willing to diversify and enhance my productivity in the organization. 

To work towards the achievement of organizational goals to the best of my ability & thus achieve personal growth.

Personal Attributes
· Work effectively in a team or independent environment.
· Possess good participation and communication skills.

· Highly motivated, flexible, efficient at multi-tasking.
· Ability to easily get along with people with varied backgrounds
Occupational Experience:

· Worked DUBAI, U.A.E as Liaison Officer fromJune 2012 till 15th Dec 2016.
· Worked with AL SAEEDI MIDDLE EAST FZ CO.JEBEL ALI FREE ZONE, DUBAI
           • as Logistics Coordinatorfrom Apr 2011 toMay 2012.
           • as P.A to M.D & Admin rolefromJuly 2009 to Mar 2011
· Worked with HOMELAND CARE, a division of NRI WELFARE MANAGEMENT INDIA (PVT.) LTD,KERALA
•.asManager (Service & Human Resource Dept.) and 
•  as a Management Representative (M.R) for ISO 9001:2008 audit certification from May 2007 to May 2009.
· Worked with KOTAK MAHINDRA BANK LTD. ,MUMBAI as Assistant Manager from May 2004 to March 2007.
· Worked with 01-MARKETS, a division of WIPRO INFOTECH, MUMBAIas a Supplier Coordinator from May 2002 to April 2004.
OCCUPATIONAL PROFILE:

· Nature of Work at  SILVERBIRCH LTD., DUBAI, U.A.E,

· Issuing Proforma Invoice / Delivery orders and all related customs documents for GCC exports & Handling import documentation. 

· Handling of records work including,administrative tasks, License renewal, provide banking and errand assistance
· Follow up with freight forwarder on shipment documentations& track shipments.
· Documentation of all shipments including inspection for relevant shipments & timely dispatch of original dox to consignee.
· Seeking permit for exporting strategic goods/chemicals with relevant body of authority.
· Prepare stock movement sheets every month end &Purchase Invoice entry.
· Reconciliation & filing invoices monthly.
· Prepare products order work sheet.
· Create and/or manage database.
· Supporting Sales Manager in day to day sales related activities and obtain RFQ.
· Liase with suppliers
· Nature of Work at DUBAI
LOGISTICS
· Proforma Invoice and all related customs documents for GCC exports & Handling import documents & process customs clearance of containers.

· Prepare stock movement sheets every month end & purchase Invoice entry after receiving import goods.

· Reconciliation & filing invoices monthly & prepare stock sheet weekly for sales meeting.

· Stock ageing reports monthly & products order work sheet after purchase meeting.

· Price comparison and analysis of purchase prices.(IMPORTS)

· Giving Haulier nomination and timely arrangement of trailers.

· Using Mirsal 2 online customs clearance platform for clearing goods from Free Zone.

· Submission of original documents to Dubai Customs every fortnight & follow up with refund claims and submitting related papers to customs. 

· Answering to stock inquiries and plan online clearance accordingly on daily basis.

· Marine Declaration Report.
P.A to M.D & ADMIN
· Maintain an effective medium of communication and close collaboration with staff in the organization.
· Co-ordinate & Schedule MD’s travel plans and hotel bookings.
· Handle word processing, composing correspondence, dealing with telephone and email enquiries.

· Generate monthly tyre management reports for large fleet customers. 

· Coordinate with suppliers, preparing quotes & invoices, follow ups etc.

· Liaise with staff in other departments and with external contacts.
· Order and maintain stationery and equipment supplies.

· Coordinate in recruiting, training and supervising junior staff, and delegating work as required.

· Arrange both in-house and external corporate events.
· Nature of Work at HOMELAND CARE, a division of NRI WELFARE MANAGEMENT INDIA PVT.LTD.

       Achievement: Selected as a Management Representative (M.R) for the ISO 9001:2008 audit certification.

· To manage, monitor, evaluate and co-ordinate the entire work system and ensure effective and efficient operation and improvement of the quality management system.

· Ensuring that process needed for the quality management system is established, implemented and maintained.

· Report the performance of the quality system and any need for improvement to the management.

· Ensure the promotion of awareness of customer requirements is promoted throughout the organization.

· Facilitates management review meetings.

·  Liaison with external parties on matters relating to quality management system.

· Planning and scheduling internal audit.

· Monitor and analyze the reports and report the observation to the management.
· Entire recruitment process and induction training program conducted at the CORPORATE OFFICE.

·  Copy writing work for brochures, membership forms etc. done additional to the routine work.

· Nature of Work at KOTAK MAHINDRA BANK LTD
· Co-ordinating with the internal and external customers.

· Generating Statement \ Documents for the customers as per the request.

· Interacting and resolving with the customers for any issues/complaints within the prescribed TAT.

· Generating basic Information of the customer from the system.

· Welcome calling after disbursement of loan&Foreclosure / Termination.

· In charge for Generating M.I.S. report for Mumbai region.

· Weekly generating checks for issues pending from the branches.

· Generating leads and sourcing repeat business through fresh/matured cases.

· Sourcing income through collection of penal(recovery)
· Nature of Work at WIPRO INFOTECH (01-MARKETS)

Client Servicing 

· Vendor discovery to various medians

· Vendor Profile Management and Vendor Visit

· Management of the Online Bid Event

Pre event duties 

· Training the new vendors for the Online Bid Event.

· Formatting the Request for Proposal (Tender) and floating to the vendors. 

· Discussing the strategy with the customer and loading the online bidding event.
Post event duties

· Follow ups in terms of Clients and Suppliers 

· Handling post event issues
Analysis and Reporting

· Handling event on an end-to-end basis with the client.
· Extracted, compiled and track data, and analyzed data to generate reports.
· Maintained the research database, renew and improve it from time to time and make sure safe storage of data
Academics:

	Exam Passed 
	Board/University
	Name of Institution
	Year 
	Class

	B. com
	Mumbai
	SIES College
	2002
	II


References: 

Available upon request 

Personal Details: 
VISA STATUS



 : Residence Visa-Husband Sponsored
Permanent Address                       
   :  Mumbai 
Present Address                                           : Dubai 

Date of Birth   



: 10th June 1981

Nationality                  


   : Indian
Language Known         


: English, Hindi, Tamil, Malayalam, Marathi.
Hobbies                          

 : Reading Books, Listening to Music.
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