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MINI  
Email : mini.342602@2freemail.com 
Objective :

To work with full determination and enthusiasm while being resourceful, innovative and flexible to provide  great satisfaction and to grow in the organization I work

Summary  of  Skills  & Experience

A professional, having  19 years of  experience, I have developed my communication skills from working directly with Senior Managers, which means I am well prepared to work high profile, cross department projects.

I am a Post Graduate with commerce background and possessing very strong skills in handling Admin. Purchase, and  EXIM  Dept. activities  with good negotiation and also knowledge of TS and EHS certification.

Good communication skills with excellent work ethics, easy adaptability to demanding time schedule of management.  Good interpersonal & analytical skills.  I am a self initiated person and willingness to learn & adopt new technology changes.

CORE COMPETENCIES 

Supply Chain Management
· Managing supply chain for distributing goods to the user unit for achievement of targets within specified parameters

· Maintaining a strong communication chain between different divisions in order to receive inquiries about status of materials, requisition, dispatch and delivery status

Purchase Management

· Implementing and monitoring effective procurement schedules along with finalizing the specifications of the materials and establishing the quality and quantity limits for effective inventory control

· Checking prices & approving invoices on purchase orders; scheduling delivery dates and following up on the delayed deliveries

Export & Import Operations 

· Managing the import & export operations and maintaining various documents for the same

· Coordinating for Import & Export Matters & liaising with various authorities like STP & Customs, Airlines-Freight Forwarders / Shipping Companies, and other external agencies
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Inventory Management

· Conducting analysis of slow moving/ fast moving goods: overseeing stores management including day-to-day activities like receipts, storage, issues and disposition as well as management of supply chain

· Managing incoming (receiving), outgoing material (material sent on job work) activities and ensuring distribution of stock commodities to various manufacturing centres

EMPLOYMENT DETAILS 

jUNE' 15 – Dec, 2016  : NATIONAL FILM ARCHIVE OF INDIA

location as PERSONAL ASSISTANT TO DIRECTOR
· Ensured smooth functioning of day to day activites for Director like screening phone calls, enquiries and requests, and handling them when appropriate.
· organising and maintaining diaries and making appointments;

· dealing with incoming email, faxes and post, often corresponding on behalf of the Director

· Arranging travel, visas and accommodation, taking dictation.
· Devising and maintaining office systems, including data management and filing;

· Monthly reports for the activities like film festivals etc.

· Liaising with clients, suppliers and other staff.
May'07 – April’13 : Emitec Emission Control Technologies Pvt. Ltd., 

location as Asst. Manager- Materials

Key Result Areas

· Effectively handled records of Purchase and Import Dept. such as quotations, purchase orders & invoices.

· Accountable for releasing purchase order as per monthly plan for raw material and indirect materials

· Maintained record of inventory cycle count in SAP viz. matching book & physical stock, giving instructions for stock count and supervising the stock count procedure

· Ensured preparation of monthly supplier payment plan and custom duty plan

· Carried out testing of certain processes in SAP test systems for implementation of IFRS project (viz. purchase & stores procedure and trading activity)

· Implemented new processes and maintained all quality records as per QMS & EHS 

· Drove cost reduction programme during the recession period in 2008

· Assisted in internal & external audits for QMS and EHS without any NCRs

· Managed import documentation & clearance procedures with extensive follow up with CHA till the material reached the plant

· Responsible for quarterly reporting of vendor performance rating

· Facilitated weekly updation of import consignments and monthly in transit of raw materials

Nov'98 - May’07: Litex Electricals Pvt. Ltd., 
location as Admin. Officer

Key Result Areas 

Administration & HR Dept.

· Ensured smooth functioning of Administration & HR department related activities like payroll & leave administration, recruitment, training, etc. 

· Oversaw welfare activities of the employees and responsible for disciplinary & grievance procedures

· Involved in planning & disbursement of compensations and perks to direct & indirect employees
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· Worked on attendance card & payroll software for leave records in line with leave policy

· Formulated various policies like leave policy, modification & amendments in personnel manual, as required

· Handled recruitment selection & negotiations, induction of new employees and joining formalities of new employees

· Looked after performance appraisal and annual increment processing

· Adhered to statutory compliances with zero penalty; attended inspection of various government officials

· Fostered good industrial relations with govt., semi governments & local authorities

· Implemented employee’s welfare & social security schemes involving insurance policies like mediclaim, personal accident, gratuity, etc.

· Accountable for renewal of AMCs for office equipment

Export & Import

· Entrusted with additional responsibility of import and export of the consignments

· Liaised with various agencies like CHA, Carriers, Insurance Co., Banks and Customers

· Ensured arrangement the necessary documentation for clearance of consignment and for Octroi clearance

· Consistently followed up for the payments from the customers

· Prepared annual & monthly budgets of admin., import & export dept. and cost control projects

PREVIOUS EXPERIENCE 

Jun'97 - Oct'98: Systech Ltd., location as Sales Coordinator cum Secretary
ACADEMIC DETAILS 

· M.Com. from Pune University in 1995

· B.Com. from St. Mira’s College, Pune University in 1992

TECHNICAL PURVIEW 

Operating Systems:


SAP- MM Module, Windows & DOS

Office Management S/W:

MS-office, Payroll System and Internet Applications 

Network Environment:

LAN 

PERSONAL DETAILS

Date of Birth        :
4th March, 1973
Languages Known:
English, Hindi and Marathi

Marital Status       :     Married
