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	Objective:


“I am Seeking for a position to utilize my skills and abilities in industry and institution that offers professional growth while being resourceful, innovative and flexible.”
Strengths:

· Highly organized – can prioritize work schedules, manage time effectively and meet          deadlines

· Excellent communicator – can liaise with clients and communicate ideas with a wide range of people

· Hard worker –Ability to work independently and as a part of team.

	Education:

· Master of Business Administrator(MBA) in Finance                                    2008 -2010
            From SJCE, Mysore, India  

· Bachelor of Business Management(BBM) in Finance                                  2005-2008
            From SBRR Mahajana College, Mysore,India                                                         

	Work Experience:

Company           : Spinneys Dubai 

Designation       : Administrator

Duration            : January 2014 – Till Date
Job description :

· Professionally and promptly handle day - day project administrative affairs. 
· Handling day to day accounts

· Finalizing the Store P&L
· Keep Tracking of Material in Supermarket by doing monthly quarterly Stock Inventories. 

· Leading Cash office operation as the Superior of Cash supervisor.

· Prioritizing the work schedule in terms of its urgency / importance and other aspects.
· Independent correspondence with required customers/principals (email, fax or phone).

· Provide administrative support to managers.

· Providing Helpful reports to the management to achieve the common goal.

· Acting as an HR officer in store level.

· Make necessary arrangements for site meetings.

Job Responsibility – Operations:


· Preparing quotations, invoices through company format.

· Tracking, monitoring, fulfilling customer’s requirements.

· Develop & maintain constructive & cooperative working relationship with other departments.

· Providing details to the customer and the sales person which they are requesting through e-mail from all the locations.

· Insure to give good customer service to the customers by monitoring staff.

· Take necessary action against the staff that is violating the company policies and procedures.

   Role As a Business Advisor

· Giving by dept., ranking report as explained.

· Giving comparison report vs last year looking at sales trend.

·  Giving by dept., analytical overview and report and recommendations.

    Role As a Stock Controller

· Daily spot check at back door in the morning.

· Accurate stock management in the system to help generate correct orders. (weekly P.I and own method of checking)

To review and identify the causes of shrinkages and actions to prevent.


       Role As a Store Organizer

·  Visit to Freshies depts., review and admin related support, to ensure that files are maintained and no paper is floating around.

· E-mails to understand and timely action of e-mails in consultation with store managers or assistant Managers and their timely reply and follow up.

· To handle all marketing related communication, and its execution in store.

       Training and certificates:

· PIC – Person in charge
· HACCP
· MIE

· LCS

· First Aid

· Customer Service

· Hygiene 


	Project and Internship:
Company         : Sri Kanyaka Parameshwari Co-Operative  Bank

Description
 : Observation regarding the function and services provide by the Bank.


Duration           : 10 weeks

Responsibilities: Survey on customer satisfaction regarding the services provided by the bank.


	Areas of Interest

· Finance

· Administration

· Operations
Computer knowledge

· Microsoft office
· SAP
· BI

	
	
		

	


