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 ANBARASU
E – Mail: ANBARASU.333255@2freemail.com 
OBJECTIVE
           Looking for an organization that offers a challenging, stimulating, learning environment to work in and provide scope for individual & organizations development, which offers attractive prospects for long term development and career growth.
Duties and Responsibilities

Document Control Responsibilities
· Coordinate all activitiesrelated to the Document Control procedure, including technical documents, drawings, and commercial correspondence.

· Receive and direct visitors and clients

· General clerical duties including photocopying, fax and mailing

· Maintain electronic and hard copy filing system

· Provide a written or electronic accounting of hours worked and leave taken by the established deadline within work unit, each pay period.

· Ensure Time & Attendance records are submitted on every employee within established deadlines. Employees for whom no data was received must be reported to the Supervisor.

· Prepare and validate corrected timesheets, as necessary.

· Handle requests for information and data

· Resolve administrative problems and inquiries

· Prepare written responses to routine enquiries

· prepare and modify documents including correspondence, reports, drafts, memos and emails

· Maintain office supply inventories

· Coordinate maintenance of office equipment

· Coordinate and maintain records for staff, telephones, parking and petty cash

Accounts Responsibilites
· Handle all financial process (payable – receivable) accounts

· Documents financial transactions by entering account information.

· Recommends financial actions by analyzing accounting options.

· Summarizes current financial status by collecting information; preparing balance sheet, profit and loss statement, and other reports.

· Substantiates financial transactions by auditing documents.

· Maintains accounting controls by preparing and recommending policies and procedures.

· Guides accounting clerical staff by coordinating activities and answering questions.

· Reconciles financial discrepancies by collecting and analyzing account information.

· Secures financial information by completing data base backups.

· Maintains financial security by following internal controls.

· Prepares payments by verifying documentation, and requesting disbursements.

· Answers accounting procedure questions by researching and interpreting accounting policy and regulations.

Sales Responsibilities
· Responsible for assigned sales targets (monthly, quarterly and annually).

· Goals set for centres month on month, maintaining relationship with target customers, customer service, ensuring high rate of return on investment, sales support and sales.

· Maintaining AD stock as per norms, Document collection, Provide daily updated data to AD., Promoting the Brands & Encouraging the Sales through various Promotional Activities (CBYs, Van Activity etc.), Establishing a healthy relationship with retailers, Effectively handled the Retailers Claim Settlement, Promoting Sales through Visibility in my area.

· Operating Internet, Updating all records and documents (Hard copy as well as Soft copy), Purchasing and maintaining stocks, Data Entry, Updating accounts, Compiling MIS reports, Networking with different stake Holders and organization.

· Getting order through buying house and export house

· Proper execution of order and dispatch it on time.

· Follow up for payment.

· Develop new sample for client.

· Maintain good relation with client.
Purchase responsibilities
· Negotiate and recommend execution of contracts for the purchase of supplies, services and equipment

· Act to procure for the city the needed quality in supplies, services and equipment at least expense to the city

· Discourage uniform bidding and endeavor to obtain as full and open competition as possible on all purchases

· Prepare and recommend to the city manager for council approval, rules and procedures governing the purchase of supplies, services and equipment for the city and revisions and amendments to such rules and procedures

· Keep informed of current developments in the field of purchasing, prices, market conditions and new products

· Prescribe and maintain such forms as are reasonably necessary to conform to the requirements of this chapter and other rules and regulations;

· Supervise the inspection of all supplies, services and equipment purchased to insure conformance with specifications

· Recommend to the city manager the transfer of surplus or unused supplies and equipment between departments and using agencies, as needed, and the sale of all supplies and equipment unsuitable for city use

· Maintain a bidders’ list, vendors file, and such other records as are needed for the efficient operation of the purchasing function.

· Controlling the purchase and supply of all bldg material item 

· Managing & developing & improving the purchasing team.

· Establishing terms, pricing, quality requirements, delivery, and contract.

· Adhering to all company policies with particular regard to accounting procedures.

· Reviewing all contracts/agreements to achieve best price/best quality purchasing.

· Preparing & processing requisition, purchase orders & invoices for purchases.

· Giving sourcing input to colleagues to aid business planning & development.

· Making recommendation & advising senior management on all purchasing issues.

· Maintaining records of supplier contracts, agreements, good ordered received.

· Other spend categories include marketing, professional services, catering, uniforms, facilities.

Storekeeping Responsibilities
· Storekeepers are responsible in storing, releasing, compiles records of the supply in construction, vessels, and department stores.

· Store and release supplies or equipment.

· Compile the records of the supplies.

· Checking the supplies from time to time.

· Record the number and the kinds of supplies.

· Disseminate the supply in its designated areas.

· Securing the status of each supply.

· Checking possible damages or scratches.

· Setting weekly report to top management around the store statues.

EDUCATIONAL QUALIFICATION
· BCA (BACHELOR OF COMPUTER APPLICATION) IN S.K.S.S ARTS COLLEGE, TIRUPPANDAL, BHARATHIDASAN UNIVERSITY, TRICHY in TAMILNADU, INDIA.
· MBA(FINANCIAL MANAGEMENT) IN ANNAMALAI UNIVERSITY, CHIDAMBARAM, TAMILNADU, INDIA.

TECHNICAL QUALIFICATION
· PDNT (POST DIPLOMA IN NETWORK TECHNOLOGY)
· INSTALLATION INFRASTUCTURE & SYSTEM STUDY
· STORAGE AND WIRELESS CONCEPT
· LINUX OPERATING  SYSTEM  INSTALATION,  ADMINISTRATION,                                                          NETWORK SETUP, SECURITY, TROUBLESHOOTING & WEB SERVER.
· COMPUTER LANGUAGES (C, C++, JAVA)
· COMPUTER PACKAGES ( MS-WORD , MS -EXCEL, MS-POWERPOINT ,

          
MS WINDOWS)
· BASIC COMPUTERS HARAWARE AND NETWORKING in NHIT MNC institute,aduthurai, tamilnadu, India

ACCOUNTING KNOWLEDGE :

· MS-EXCEL, COMRADE, TALLY.

TRAININGS 
· TIRUCHIRAPPALLI REGIONAL ENGINNEERING COLLEGE OF SCIENCE                       & TECHNOLOGY, ENTREPRENEURS PARK
 WORKING EXPERIENCE IN INDIA
  POSITION             :  System Sales & Service Enginner.
  PERIOD                 :  Jan2008 -2010Nov
  COMPANY            :  Saai Digital Chennai,  India.

WORKING EXPERIENCE IN U.A.E
  POSITION           :    Sales Cum Accountant
  PERIOD               :    Apr 2011 to July 2014.
  COMPANY          :    Diyah Al Najah building Materials & Electricals Trading L.L.C

             Dubai, UAE.

WORKING EXPERIENCE IN U.A.E
  POSITION           :    Accountant
  PERIOD               :    Apr2014 to Till date.
  COMPANY          :    Al Rathath Insulation & Plaster & Tiles Cont L.L.C, Sharjah, UAE.

 PERSONAL DETAIS

 Visa Status           
: Employment Visa 

 Nationality          
: Indian

 Date of birth         
: 05/05/1984

 Martial Status        
: Married

 Sex                         
: Male

 Language Spoken
: English, Hindi, Tamil, Malayalam.
DECLARATION
I here by declare that the above information is true to the best of my knowledge and belief.

                                                                                                           
  Yours faithfully

Date :

Place : Sharjah                                                                



