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MANOJ

MANOJ.360256@2freemail.com 


CAREER OBJECTIVE


To seek a challenging job using my work experience and qualification. I am looking for an opportunity that would help me build up my skills and enjoy my growth. I am confident that I will be able to fulfill my duties in conformity to the requirements of the organization.

PROFESSIONAL PROFILE

· Excellent team player, having good communication and interpersonal skills.
· Ability and willingness to learn the latest developments in the emerging technologies.
· Have exposure & experience in Trading Companies, Retail Chains and dealing in Industrial, Welding, Oilfield & Safety Equipments.
· knowledge in MS Office especially in MS Excel and MS Word & Accounting Software such as FOCUS & EPICOR (ERP).
CERTIFICATION

Certification from International Purchasing & Supply Chain Management Institute (IPSCMI) as

"Purchasing and Supply Chain Professional”.

PROFESSIONAL BACKGROUNDS - ZAKER TRADING LLC DUBAI

SR. PROCUREMENT & LOGISTICS COORDINATOR (PERIOD 01-07-2016- TILL THE DATE)

Responsibilities

· Arrange and Coordinate freight for outbound and inbound shipments to and from the facility.
· Seek cost effective shipping options.
· Prepare all required documentation related to global shipments.
· Complete and maintain accurate shipping documentation for records retention.
· Handling Customs related works incoordination of line Manager.
· Communicate daily with various parties like freight forwarders to ensure timely delivery of all shipments.
· Response time to emails within the same working day.
· Assist as necessary to resolve problems, such as discrepancies in documentation.
· Assisting the line manager in procurement and inventory related job activities.
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· Prepare and issue Purchase Orders, determines and negotiate prices, delivery and credit terms and maintains accurate Purchasing records.
· Evaluate and ensure that the inventory reorder levels are met.
SALES COORDINATOR
(PERIOD 8-11-2007- 30-06-2016)

Responsibilities

· Responsible for accurate and timely issue of quotation and Proforma invoices to our customers.
· To process inquires by phone, fax, email and personal visit into company business or form our subsidiary concerns.
· To meet customers in our premises to discuss their requirements.
· Managing relationships with existing key customers, partners and dealers
· Make follow up with customers for the payment.
· Prepare and present the necessary reports for the weekly payment follow up meeting.
· To make accurate purchase of materials supplies for resale as required.
· Co-ordination and arranging of materials for our Group Companies.
· Adheres to all company policies, procedures and business ethics and ensures that they are communicated and implemented within the team.
· Maintains accurate records of all pricings, sales, activity reports and other reports.
· Closing out of completed orders, ensuring all necessary information is entered into the system
· Performs other related tasks as may be assigned by the immediate superior from time to time.
· Taking care of the duties of the office staff on vacation, sales and administration.
· Performing any other duty that may be needed by the Department within the overall administrative scope of work.
MAR THOMA CHILD DEVELOPMENT CENTERS IN KERALA- SUPPORTED BY COMPASSION INTERNATIONAL

PROJECT COORDINATOR (2002 SEPTEMBER TO 2007 OCTOBER)

Responsibilities

· Petty cash, Payroll adjustments and other periodical payments.
· Maintain Monthly Bank reconciliation statements.
· Manual accounts ( Cash Book, Bank Book and Ledgers)
· Accounting Raw materials purchases and handling Payments.
· Assist internal and external auditors to co-ordinate annual audits.
· Prepare reports from the database in preparation for Annual Budget meetings.
· To provide effective and efficient administrative support to enable the smooth Functioning of the Trust fundraising department.
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· To ensure the recording and accurate updating of all income received
· Administration for all work relating to Project.
Educational Qualification:

DEGREE IN BACHELOR OF COMMERCE (B.Com) from the University of Kerala in April 2002

VOCATIONAL HIGHER SECONDARY EXAM (V.H.S.E) from Board of Higher Secondary Examination.1999

S.S.L.C (BOARD OF SECONDARY EXAMINATION) 1997


PERSONAL PROFILE

	DATE OF BIRTH
	:
	21/04/1982

	NATIONALITY
	:
	INDIAN

	MARITAL STATUS
	:
	MARRIED

	LANGUAGE KNOWN
	:
	ENGLISH, HINDI, MALAYALAM
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