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CIRRCULLAM VITAE                                                            
Swati Kachhwaha                                

	E- mail 
Swatiwaha.332526@2freemail.com 
Date of Birth 

08th January 1976 
Nationality 

Indian

Marital Status
Married

Visa Status  

Husbands’  Sponsorship
Reference

Available on Request
Strengths:

-Clear & Logical thinking.
-Ability to work under    pressure.

-Self Starter

-Proactive and Initiative
-Good teambuilding attitude.
-Confidence & Workaholic.


	Career Objective

To obtain a career opportunity in Sales coordination or Accounting Level whereby, I can apply my well versed experience; use my skills, enabling me to contribute in company’s goal strategically.
Experience Summary  

Over 14 Years of exposure in Administration, Sales assistance and Accounting functions.  Possessing strong organizational, communication and good interpersonal skills.  Believe in ability to work with team and under pressure.
Academic Profile

Bachelor of commerce (B.Com) from JNV University, India (1997)
Certification

PSC –  Professional Secretarial Course

Typing Certificate – 60 wpm

Computer Profile  

Operating Systems – MS Dos, Windows XP, Windows Vista, Scala2.3
Software –Tally, Dac Easy and Peachtree Accounting Software’s
MS Office– MS Word, MS Excel & MS Power Point 
Communications – Outlook Express, Internet Explorer, Lotus Mails




Job Profile
ALFA LAVAL MIDDLE EAST LTD
[Global provider of specialized products and engineered solutions]

Duration – June 2011 to Dec 2016
Designation – Sales Coordinator
Reporting to – Customer Service Manager & Regional Business Manager, Parts & Service Division
Nature of Work

· Handling customer Queries & customer support calls.

· Preparing quotations

· Order handling, coordinating with factory in Sweden and preparing all shipping document
· Invoicing

· Registration of logistic Claims

· Coordinating with the technical and service team for customer support 

____________________________________________________________________________________
ALFA LAVAL MIDDLE EAST LTD
[Global provider of specialized products and engineered solutions]

Duration –      July 2009 to Aug 2009, December 2009 to May 2011 (Various Temporary positions)
Designation – Accountant, Accounts Coordinator, Sales Coordinator & Installed Base Administrator
Reporting to – Regional Manager- Finance & Administration; Regional Manager-Parts & Service  Division; Regional Business Manager, PPS
Nature of Work – IB Administrator
· Identified unknown units on Installed base to know end user/customer.
· Identified & added new units to Installed base

· Identified & updated the correct technical details 

· Identified the duplicate entries of units in IB 

· Identified the units wrongly listed under other region

· Coordinating  with Lund OPTO search & IT help desk team for various quires
____________________________________________________________________________________
Nature of Work – Sales Coordinator
· Handling customer Queries & customer support calls

· Preparing quotations

· Order handling, coordinating with factory in Sweden and preparing all shipping document
· Invoicing

· Coordinating with the technical and service team for customer support 

Nature of Work – Accountant & Accounts Coordinator
· Accounts payables
· Accounts receivables – Rigorous followup with customers for payment 
· Coordinating with other regional offices for receivables
· Travel & Expense Report

· Reconciliation of various service accounts and coordination with finance department

· Invoicing Service Related Jobs

· Computing Service Engineers Time sheets and reporting there chargeable hours to finance department

· Travel arrangements for staff and guest
Maternity Break
June 2006 to May 2009
Alcatel Trade International 
[Working on Metro Project in providing security solutions]

Duration – April 2005 to May 2006
Designation – Assistant to Project Director
Reporting to – Project Director

Nature of Work

· Prepare correspondence, reports and other documents.  

·  Maintaining electronic and paper filing system.

· Making travel arrangements.

· Arranging appointments, scheduling meetings.
· Administration of support and technical staff for payroll.

· Independent management and administration of general office routines.

· Preparing and dispatching reports efficiently to ensure smooth operation. Handling mail, stationary, binding and dispatching reports in time.
Jordana Restaurants L.L.C. 

[Owns & Operates Pizza Express Franchise]
Duration – Dec 2001 to Mar 2005
Designation – Administrator cum Accounts Assistance
Reporting to – Managing Director

Nature of Work

· Establishes and maintain employee files and records.

· Leave & Benefits Calculations.

· Preparing paperwork for new hires, enrollment of new hires in insurance and the removal of the same for leaving staff.

· Making travel arrangements for all staff and guest.

· Responds and resolves staff members concerns and requests for information and documentation.
· Manage the passport database, pouches, releases/returns of passports 
· Compose and prepare correspondence, reports and other documents.  

· Administration of services contracts related to copiers, cleaning, security and other office services.

· Sales and bank reconciliation. 

· Reconciliation of receivables via credit card.

· Accounts Payables.

· Journal entries for suppliers.

· Handling and maintaining Petty Cash Book.
Alcatel Trade International 

[Working for Etisalat on E-vision (CATV Project)]
Duration – Jan 2000 to Nov 2001
Designation – Project Secretary
Reporting to – Project Director and Financial controller

Nature of Work

· Arranging car rentals for all Staff, Expat staff and guests.  

· Arranging local accommodation for Expat staff and guests.
· Making travel arrangements for all Local staff, Expat staff and Guest. Which include arranging Air tickets, visa and hotel arrangement in foreign country.

· Preparing quotations invoices and follow up correspondence with the clients.
· Arranging entry pass and other legal documentation to facilitate work on Etisalat sites.
· Arrange stationery requirements.

· Independent management and administration of general office routines.[image: image1.png]



