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	Career Objective

I am aspiring to work in an Organization, where there is a need for a variety of Office management tasks including – computer knowledge, organizational abilities, business intelligence with leadership responsibilities including problem solving, planning, organizing and managing budgets and also where my customer relations experience can be fully utilized to improve customer satisfaction.

	
	

	
	
	Experience
	
	Accountant & Admin 
 Hindustan Unilever Pvt  Ltd. / From 2006-2009

· Report maintaining 

· Updating of LMS & RMS

· Entering of sales     

· Taking care of cash  Handling and entire zone

· Replying mails

· Closing Report with Printout to file and send the Copy through mails.

· Inventory handling with day to day sales.

· providing management heads with reports

· Filing the Invoices with letterheads of the company.

· Petty cash handling

·  Attendance report sent to Chennai (HUL).

· Communicating with the customers, through Telephone, in writing, or Emails.

· Purchasing Stationary, paying all the bills, Expenses, etc.

· Stream wise Sales Report

· Placing Stocks With Net suite Software

Accounts Receivable/Credit Manager 

Four Points Sheraton Hotel /  From 2009-2010

· Preparing Invoice, Performa Invoice and sending to company.

· A/R Reports

· Transferring the Credit Cards & City ledger to Opera software.

· Posting of Cheque & Bank Transfer to Opera.

· Calling to Company who all are in Credit Facilities.

· Refund Credit Card Transferring to Opera like Visa Master & Diners

· Documents to be check & entered in Opera system

· Conducting Credit Meetings with Credit Minutes for all Outstanding Companies.

· Preparing Summary for Credit Cards & Posting to Opera 

· Allocation of Payments, Cash handling
· Closing Reports, Staff Ledger, Commission Reports, Check List, SPG Reports

· Customer support, office support, data entry.

· Prepare Financial reports

· Worked in  Opera Software

Accounts Manager & Admin (Bangalore)
Kash Marketing TATA PHOTON/From 2010-2011
· Ziac Software with Activations.

· Checking Statement of Accounts with ERC PRC and Top Ups
· Checking Forms with Customer Data, And Entering in Software.
· Cash Handling
· Updating of ERC and PRC , with Statement of Accounts 
· Preparing Monthly Reports with Claims 
· Daily Sales entering in Exexcel
· Stock Ordering ,Bank Transactions
· Doing RTGS/NEFT Online
· Ensure the confidential and security of all financial & employees files.
· Preparing Salaries for Staff, Crediting Salary to their A/Cs.
· Replying Mails, Updated the Transactions.
· Customer support, office support, data entry.

· Handling Petty Cash, All Bank Transactions
· Purchasing Stationary, paying all the bills, Expenses, etc.

· Preparing Commission Cheque, issuing to Departments.

· Verify the Transactions comply with Financial Policies & Procedures.

· Records all Cheques.

· Prepare Manual Cheques as Required.

· Verify Pay amounts, Hours of work, Deductions, etc.

· Maintain inventory files.
HR , MIS  & Admin ( Bangalore)
Cargill Pvt Ltd/From 2011-2015 (March 10th 2011 to Sept 14th 2015)
· South Sales Report

· Performance & Dispatch Report

· Quarterly Reports 

· Secondary Report with Opening Report & Primary Report

· Preparing Monthly Reports with Claims 
· Summary Briefing every month 
· Handling Petty Cash 
· Replying Mails, Updated the Transactions

· PTR & PTD Report Weekly phasing

· Final Region report

· Work plan Report month on Month

· WD wise Report Documents Checking
· FDSM  & SDSM Report

· Wages Report with Registration

· Stocks Detail Report

· All Expenses Bills Prepared & sent to Head office
· Worked in Microsoft Outlook & Cargill Software (NIS)
· Attendances update report & Other related Report
· Joining Formalities

· Exit Checklist

· DROPS related Education
· Leave Policy
· All admin Related work
· TER Claims Checking

· All Documents of Vendor checked.



	
	
	
	
	Brand Management Team Head

M K Agrotech  Pvt Ltd /From 15th Sept 2015-

· SAP-Software

· Handling Team with reports
· Phasing Reports

· Incentive plan with Implementations
· Quarterly Reports 

· Branding 

· Secondary Report with Opening Report & Primary Report

· Preparing Monthly Reports with Claims 
· Presentation on Reports
· Summary Briefing every month 
· Targets yearly
· Replying Mails, Updated the Transactions

· PTR & PTD Report Weekly phasing

· Final Region report

· Work plan Report month on Month

· WD wise Report Documents Checking

· FDSM  & SDSM Report

· Wages Report with Registration

· Stocks Detail Report

· Logistic Team  &  Accounts Receivable team Coordinating 
· Communication during  Meet
· Analyzing the report 

· Planning & implementing reports as and when required by the management

· Training the Employees regarding activities

· Distributor Ananlizing before Appointing into System with Infra

Introduction To employee Company Policy

	
	
	Skill Set
	
	Office Skills

· Strong Analytical skills.

· Working Knowledge of MS Word, MS Excel and Power Point.

· Good interpersonal skills.

· Good communication skills - Written and Spoken.

· Ability to accomplish work individually as well as work synergistically 
on a team

	
	
	
	
	

	
	
	Work Profile  
	
	· Interacting with customers & coordinating with executives, offering assistance to all queries pertaining to service.

· Handling objections and overcoming them. And consistently trying to achieve customer satisfaction.

	
	
	
	
	

	
	
	Qualification                       
	
	Bachelor of Business Management

VidhyaVardhaka First Grade College, Mysore

	
	
	
	
	

	
	
	Achievements&Contributions
	
	· Received fairly good number of appreciations from K S P and others.

· Responsible for updating the daily reports etc.

	
	
	
	
	

	
	
	Strengths
	
	· My industrious nature.

· Self-confidence, Self-Motivated and self-Controlled.

· My communication skills- speaking, listening, writing, reading and comprehending.

· My negotiating skills &ability to convince people, flexible view point and open attitude towards various sensitive and sensible issues.

· Prompt Decision making, Quick learning and Flair for learning.

· Sincere, Punctual, Disciplined, Quality Conscious, Open Minded.

· Attitude that accepts change and gets focused accordingly.

	
	
	
	
	

	
	
	Hobbies and Interests
	
	· Socializing with people & friends

· Organizing social events and travelling

· Reading.

	
	
	
	
	


	Personal Profile
	

	
	

	
	

	Date of Birth
	13th Nov 1982

	Marital status
	Married

	Nationality
	Indian

	Languages known
	English, Kannada, Hindi, & Urdu

	Computers  Skills
	MS Word, Excel, Powerpoint, XP

	
	
	
	

	
	
	
	

	
	
	
	























