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CAREER OBJECTIVES: 

I would like to associate myself with an organization which progresses dynamically and gives me a chance to update my Knowledge and enhance my skills in the state of Store Management/HR Management/Administration Dept / Secretarial Dept.  As designated by Concerned Department and could procure exemplary professional experience in dealing with Documents and its issues and concerns. I am ambitious to work in a challenging and competent environment that can promote my abilities through achieving the task, most qualitative and accurate state.
Looking for a suitable position in below mentioned fields.

·  Store Management/HR Management/Administration Dept / Secretarial Dept.  
PROFESSIONAL EXPERIENCE 

Having Ten years of experience in the field of Store management, administrative and office works. 
EMPLOYMENT HISTORY  

PROFESSIONAL EXPERIENCE IN U.A.E
· COMPANY NAME

:  FIT FRESH L.L.C
WORK DURATION

:  JUNE 2015 – TILL DATE 

DESIGNATION

:  ADMIN & HR ASSISTANT / EXECUTIVE SECREARY
ROLE



:  ADMINISTRATION
REPORTING TO

:  GENERAL MANAGER
 JOB RESPONSIBILITIES:

·  As a Admin – HR Asst. /Secretary - Assisting to the General Manager in his schedules who manages the company FIT FRESH LLC - belongs to Albwardy Group which deals with the supply of Fresh Juices and Sanitized Fresh Vegetables as well as Cut fruits and Vegetables located at Al Aweer Fruits and Vegetable market , Dubai .Duties and Responsibilities like attending meetings , Travel Bookings, Visa Applications, Preparation of Minutes of Meeting report , Responding to the phone calls , Preparing pricelists , Arranging Samples , Agreements, Taking purchase orders  ,Responding to the emails etc. coordinating with the clients like star Hotels and Resorts named as Sheraton Group of Hotels and Le meridian , Al Aqua Resort Groups  etc and Airways such as Emirates flight catering , Etihad Airways , Suppliers like Raw material supplier as well as equipment and machinery suppliers , Welcoming the Corporate Guests, Ordering the office stationary , Packing & Packaging materials,  Furniture’s, New Vehicle purchasing , Installation of Chillers , Marketing process like labeling, vehicle branding etc., Ordering necessary Juice stabilizers and necessary production needs, Employee recruitment Process ,Employee accommodation details, Duty schedules, Sales Reports, New Joiners formalities like introduction and orientation , Maintaining of company and employee legal documents like all the licenses and passport, labour contracts , Opening of employee Salary Prepay accounts etc. coordination with the PRO , Visa renewals etc. 
PROFESSIONAL EXPERIENCE IN INDIA
· COMPANY NAME

:  SPLASH FASHION INDIA PVT LTD
WORK DURATION

:  JULY 2014 – FEBRUARY 2015. 

DESIGNATION

:  JUNIOR EXECUTIVE

ROLE



:  ASM / SUPERVISOR

GRADE


:  R5-2

REPORTING TO

:  STORE MANAGER / HO 
· COMPANY NAME

:  AC-mAn (INDIA)
WORK DURATION

:  JULY 2014 – MARCH 2015 

DESIGNATION

:  ACCOUNTANT / HR ASSISTANT.

DUTY SHEDULE

:  PART TIME 

REPORTING TO

:  MANAGING PARTNER.
· COMPANY NAME

:  MD RETAIL LLP (INDIA)
WORK DURATION

:  JULY 2010 – JULY 2014 

DESIGNATION

:  STORE INCHARGE 

REPORTING TO

:  HO
· COMPANY NAME

: FAVOURITE SHOP UNIT OF MD RETAIL LLP                                                    
WORK DURATION

: APRIL 2009 TO JUNE 2010 

DESIGNATION

: ASSISTANT STORE MANAGER

REPORTING TO

: STORE MANAGER
· COMPANY NAME

: PANTALOONS RETAIL INDIA LTD
WORK DURATION

: DEC 2007 - APRIL 2009 

DESIGNATION

: OPERATION


REPORTING TO

: ASM

JOB RESPONSIBILITIES:

· Having an experience by Handling  the store of 8000 Sq ft and employee team of more than 30 Employees and its operational activities as per SOP are - Store opening ,Marketing , Promotion , Staff , Sales , Stock , Vm , Inventory ,Accounts, Recruitments, Maintenance , Housekeeping , Security System ,Reporting’s ,Cash Counter and its responsibilities like-billing ,Cash tally, Attending- responding and transferring phone calls ,System day open and day end , Cash and Credit notes and settlements , Gift & Discount vouchers issue and redemption etc . 
· In the field of accountant -maintaining the books of accounts, Maintaining ledger entries and necessary value documents, Preparation and Analyzing of P/L account, maintaining a track on accounts status of the clients and client’s needs assessment.

· As a HR -  Conducting interviews , Employee recruitment process , Paperwork , Appointment , Issue of necessary documents like Appointment letters, Training, Confirmation letters, Warning letters , Relieving letters ,Experience letters , Employee information flow sheets  , Issue  of uniforms, Id cards , Batches, Rewards and Certificates, Authorization of leaves , Payroll, Targets and Incentives achievements . Recruitment of off roll employees like securities and housekeeping departments and its responsibilities.

· As an Inventory- Stock and Inventory duties like ordering the stock seasonally, Generating Purchase orders or Transfer in, Receipts of goods from the consignee and cross checking the received goods with the invoice physically. Creation of barcodes, making mark ups depends on CP of the product and mark downs and promoting the goods on the basis of age and movement of the product. Inwards of goods, in the mean while purchase returns or transfer out, creation of outward invoice and product details with reason of return or transfer, scanning ,Packing responsibilities  Courier of TO goods. Manual stock count daily basis as per department wise to reduce shrinkages, PI to be done once in a fortnight. Half yearly all over stock check and finding the variances in the stocks.  

· As an operational team in charge – Fixing up of the targets for present financial depends upon the past financial year achievements and it’s KPI which includes ABV / ASP / Conversation / ABS etc. Necessary planning to be done to achieve the targets, Dividing yearly targets into monthly basic and then it is divided day wise, brand wise and individually .Conducting briefing on previous days targets and achievements, Important mails and notifications form HO, Checking grooming standards, Explanation and discussion on customer opinions and complaints and taking proper actions on particular issues, Celebrations, fun and Activities.

·  As a customer service representative – Planning for customer alterations and other tailoring responsibilities and delivery of altered and purchased garments, maintaining the customer data base, announcements during weekends, observation of staffs is the customer service is provided in all the ways as required. Receipts of customer opinions, complaints, requirements, Order and delivery of necessary items within the time limit, approaching the customer and customer needs assessments.
· Reporting to Ho and maintaining the physical Files and Registers for audit purpose – Cash registers, Safe locker registers, Inventory registers ,HRIS registers , Sales registers , Alteration registers ,Employee information registers and attendance Registers . 
ACADEMIC QUALIFICATION:
· MBA – With UAE attestation, the certificate is issued by the MANAV BHARATHI UNIVERSITY, HIMACHAL PRADESH. With duel specializations – Business Administration and HR Management.

· B.Com - The certificate is issued by SHRIDHAR UNIVERSITY, RAJASHTAN approved BY AICTE. 

· PUC (PCMB) - The certificate is issued by The Department of Pre University Education Board Karnataka State.

· SSLC (Secondary School Learning Certificate) - The certificate is issued by STATE GOVERNAMENT OF KARNATAKA.

DIPLOMA QUALIFICATION:
· Diploma in BUSINESS ADMINISTRATION.
· Diploma in RETAIL MANAGEMENT.

COMPUTER QUALIFICATION:
· Office Automation: MS Word, Excel, Power Point, MS Outlook, Internet Application.

· Basics in SAP.

· Tally 9.0.

· Computer for Secretaries.
· Graphic Designing – Photoshop, Corel Draw, Illustrator. 
 STRENGTH, QUALITIES & SKILLS:
· Enthusiastic, Positive 

· Quick in learning -Adapting and executing 

· Trustworthy Excellent Motivator
· Good telephonic and interpersonal communication skills.

· Capable of working in team and got high team spirit, working under high pressure.

· Strong leadership, communication and organizational, analytical & Problem solving skills.

· Belief in hard work & effective commitment.

INTREST & ACTIVITIES:
· Reading Books.

·  Listening to Music, Cultural Activities, Stitching & Tailoring and Sports & Games.

· Group activities.

AWARDS RECEIVED:
· Awarded as best Employee of the Month three times in a 2009 by Pantaloon Retail India Ltd. 

· Won championship in the sports which are held by the FUTURE GROUP in the year 2008-2009.

· Awarded for excellent performance in achieving best of store look-VM-all India level by Pantaloon Retail India Ltd.

· Participated in the District level Discuss throw to play at state level. 

PERSONAL PROFILE:
· Birth date


:
20th of April 1988
· Nationality


:
Indian 
   
· Visa type


:
Employment
· Religion


:
CHRISTIAN
· Marital Status

:
Married
· Languages Known
: 
English, Hindi, Kannada, Konkani,        Malayalam- Basic and Tamil- Basic.
· Driving License
:
Holder of UAE Driving License - LMV.
DECLARATION:
I hereby declare that the above said information is true for best of my knowledge. 
If I get an opportunity in your esteemed organization, I will put on my highest efforts to achieve the desire result and prove my ability.
References will be furnished upon request.
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