Girija
Email id: giria.349090@2freemail.com 
CURRICULUM VITAE
 
PERSONAL PROFILE
· Having vast experience in the field of procurement, accounting and office administration   I am a highly organized and efficient individual with excellent “people skills” that reinforce my organizational abilities. 
· Confident and keen to accept new challenges. 
 

KEY SKILLS
· Team leader                                       

· Consulting Ability

· Ability to Prioritize Tasks                    

· Excellent Communicator

· Pro-Active Problem Solver

 

EDUCATIONAL QUALIFICATION


 
· Graduation  B. Com,  Mysore University
ADDITIONAL QUALIFICATION
 

· Good Knowledge of  MS Word, Excel, Power Point, Microsoft Office Outlook.
· Tally 7.2  Accounting Package

· Best Accounting Package

WORK EXPERIENCE

2008 to 2016

Worked with Sultaco Abu Dhabi as  Procurement ExecutiveManager  Work involved:

· Issuing  Local and International Purchase Orders

· Follow Up for shipment

· Issuing  GRN
· Follow up with suppliers on damage or discrepancy 
· Costing 

· Reporting to Head of the Department

2001 to 2007

Worked with Unitech Sales Agency as  Manager - Accounts / Administration. Unitech Sales Agency one of the leading Trading Company in Bangalore  handling  Purchase and distribution of  American Product  "World Space Radio" from Bangalore to all over India. Work involved:

· Office Administration

· Reporting Directly to Managing Director

· Customer Service

· Finalization of Accounting

· Stock Maintain

· Attending  kick off  Meeting with  World Space Radio Office

   
1998 to  June 2000
Worked with Hatta Trading, Abu Dhabi as an Accountant.  Hatta Trading is one of the leading Trading company dealing with  supply of  oilfield equipments to  oilfield companies  plus  providing  Orbit, Showtime  subscription, installation  provider to  local subscribers.  Also Hatta Trading is subcontractor of Etisalat. Work involved:
· Reporting Directly to Managing Director

· Finalization of Accounting

· Stock Maintain

· Attending  kick off  Meeting with Show Time Jebel Ali Office

1986 – 1997

Worked with Astraco Construction as an accountant.  Astraco is one of the leading contracting company in the UAE specialized in the field of Sewerage pipeline line installation and  building construction. Work involved
· Bank Transaction

· Petty Cash Handling

· Preparation of salary for over 1500 staff

· Maintaining record of fixed assets revenue / expenses

· Preparation of statement of accounts

· Follow up of payment with clients.

LANGUAGES KNOWN

· English

· Hindi
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