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OBJECTIVE

	
	A challenging position in a professionally managed, value based organization that would give me an opportunity to effectively utilize abilities that will enrich my learning experience and to grow with the organization.



Professional Experiences:

Sales Co-ordinator & Administration                                       Feb 2016 to Till Now                                               
Blossom Sign Advertising, Abu dhabi, UAE

· Taking enquiry, approval, follow up, order execution
· Purchase, Maintaining stock & efficient utilization of  material
· Maintaining Accounting activities &  Handling cash & bank transaction

· Site supervision & Handling complaints
· Corel Draw designing, Artcam & CNC Operation
Store Incharge cum Purchase Officer                        March 2009  to October 2015                                               
Al Omeira Printing and Publishing Company LLC, Abu Dhabi, UAE
(A Leading Printing & Publishing company in UAE, which Prints & supplies security documents, cheques & Contineous Forms to Banks, ministries & Private firms)

· Receive, distribute and maintain adequate quantities of stocks at all times
· Maintain Inventory in the System, Providing Monthly & Yearly Inventory Reports 
· Preparing of Job Orders, Invoices, Delivery Notes, GRN, Issue Notes, Delivery register & Purchase Register
· Documenting and System entry of Warehouse transactions like Purchase, Issue & Sales & Sales returns
· Physical verification of Stock, Fixed Assets and comparing with Book stock & Valuation
· Logistics Operation – arranging the delivery plans on daily basis
· Check incoming materials for quality, and quantity against invoices, purchase orders and packing slips or other documents
· Making Purchase requisition well in advance about the items that reach the re- order level to order from supplies
· Preparing & Issuing Purchase Orders in accordance with company policy and negotiating company terms & conditions
· Planning the procurement activities, identifying & qualifying vendors
Other duties Performed
· Reconciling finance accounts and direct debits.

· Posting of Journal Entries & Maintaining Ledger Accounts in the system
· Preparing Salaries, Calculating Overtime and Making WPS File

· Managing petty cash transactions.
· Office Administration & Perform related duties and responsibilities as assigned
Accounts Executive                                                                    Aug  2007 to Feb 2009
M/s Vaid Elastomer Processors Ltd. (Mumbai - India)  
(Original Auomotive equipment manufacturer of Bajaj Auto Ltd., Keihin Fie, Bajaj Tempo Ltd., Tata Ficosa, Ashok Leyland & Varroc Engg. having its office & plant at Rabale – Navi Mumbai with annual turnover of Rs.50 crores) 

· Preparing Invoices and other related documents required for despatch of material manually as well as using Excise Software. 

· Filling of Excise & Service Tax Returns with Central Excise Department.

· Export Documentation relating to Central Excise & Custom Purpose (A.R.E 1, A.R.E 3, Customer Invoice & Packing List for Sea and Air consignment)

· Auditing Monthly Bills of Job Work Vendors with Material Issue & Material Received. 

· Reports & MIS 1). Monthly & Annual projected Sales vs. Actual Sales Report 2).       Monthly Inventory report 3). Excise Duty & Cess Payable report
Accounts Assistant                                                                 April 2005-August 2007
M/s Ardh Metals & Alloys Pvt. Ltd, Mumbai, India.

(A Manufacturing Co. of Non-Ferrous Metals having its Plant at Mmbai) 

· Preparing Invoices and other related documents required for despatch of material manually as well as using Excise Software. 
· Filing of Monthly reports, Assisting managers for various report making

· Checking physical material inward and outward, maintaining proper records 
Computer Operator & Assistant                                    August 2002 to March 2005
M/s Eastern Petroleum Pvt. Ltd. Mumbai, India.

(A Manufacturing Co. of Petroleum Additives having its Plant at Mumbai)

· Drafting of letters, Sending enquiries & taking quotations, assisting managers for various report making, going to banks and Govt. Offices for filing monthly reports, Data entry operation 
PERSONAL DATA 

DOB


:    30-05-1979
Marital Status

:    Married

Nationality

:    Indian 

Languages Known
:    English, Hindi, Malayalam, Tamil
:   Holding a Valid UAE Driving License
EDUCATIONAL QUALIFICATION

· Bachelor of Commerce (Accountancy main): -2011, Kerala University, Kerala, India.

ADDITIONAL QUALIFICATION

· Certificate in office Automation (MS Office) From C- DAC (A SCIENTIFIC SOCIETY UNDER MINISTRY OF INFORMATION TECHNOLOGY GOVT. OF INDIA) 
· Certificate Course in Computerized Accounting (TALLY) from Nana soft Information Technology Kerala – 2001
INTERESTS & SKILLS

· Traveling, listening to music, driving.

· Good Interpersonal communications and team work, motivation and strong work ethics.
· Excellent knowledge of the Customer Service work-flow.

· Detailed knowledge of the internal organizational structuring and work profiles of people working at different levels
· Proficient in Microsoft Office & Inventory Software
· Familiar with Corel draw designing, ARTCAM & CNC Operation

REFERENCES

Will be provided on request.

Binu 
