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	Educational Details.

	
	Pre Degree Commerce
Bachelor of Commerce

Working knowledge in MS Word, Excel, Internet



	Professional experience

	
	 Administrative Assistant

Landmark International( April 2010-till date)

· Preparing attendance of warehouse staff and sending to payroll executive
· Preparing over time and sending to payroll executive

· Handling petty cash and related accounts.
· Monitoring staff visa, labour card expiry and informing them and collecting the documents needed and sending to HR department

· Arranging and ordering stationery and pantry items for warehouse.
· Receiving all incoming emails, replying/forwarding to appropriate persons.

· Sales report preparation, Iconic reports and RT logs, Store error daily report and RT logs, Generating Store error daily report and sending to concerned persons via email.
· DSR daily pick list preparation.
· Stock order wave generation.
· Shops return ASN booking. 
Dubai ( Jan 2005 – 30th July 2008)

 Bangalore( 1st August 2008 – 2nd April 2009

Quality Controller
· Handling Company Correspondence

· Preparing Quotations.

· Material checking in UAE and South Africa.

· Clearing documents from Customs.

· Shipment tracking and follow up with shipping companies for Arrival and Delivery Orders.

· Handling petty cash and reconciliation on weekly basis.

· Arranging security passes for the employees.

· Preparing Purchase Orders for non - trading items, receiving invoices reconciling and making payments.
· Arranging Business cards for senior management.

· Purchase of Office Supplies.
· Maintaining service contracts of office equipments.
· Filing of company documents. Correspondence with Overseas suppliers and order tracking.

2000 – 2005 
· Managing own financial business.

Year

KNPC( Kuwait National Petroleum Company)
Accounts Assistant.

.

· Preparing Letters, Quotations.
· Receiving all incoming mails/emails, replying/forwarding to appropriate persons.

· Sorting and filing documents.

· Updating Staff Passport & Visa Details.

· Handling Petty Cash and related accounts.

· Other routine office activities in the office like banking as and when required.



	
	

	Languages

	
	Spoken: English, Malayalam, Hindi.

Written: English, Hindi, and Malayalam. 

	COMPETENCIES

	
	Organized and well structured at work

Good Team Player, Positive Attitude.
Independent, Reliable, Proactive and Self-motivated

Committed to Deadlines and Schedules.
Honest, hardworking and sincere with a high level of integrity.

	PERSONAL DETAILS

	
	Married

Indian


