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                                                                                                                                                                      Raghunath
Raghunath.361981@2freemail.com 
	CAREER OBJECTIVES


To secure a suitable position of Distributor/Medical Storekeeper, Accounting/ Administrative Assistant in organization where proven skills and experience could be productive so as to enhance career development, professional growth and lead to mutual benefits for the organization / Company and individual.
	SUMMARY OF KEY SKILLS AND EXPERIENCE


· 17years of work experience.

· Excellent written and verbal communication skills.

· Holds Bachelor’s Degree in Commerce from Mumbai University, India.
· Diploma in Computer Application.
· Windows Tally 6.3, Excel in.
	WORK HISTORY


· Worked in V Excel forwarder as Clearing Agent from Sept 2001 to May 2002(India).

· Worked in UNI-LAB (INDIA) surveyors & superintendents as Assistant Surveyor from  June 2002 to Sept 2003

· Worked in Relish Bakers as Accounts/Admin Assistant from Oct 2003 to Feb 2006.

· Worked in Sai Siddivinayak Medical & General Stores as Sales Executive   from Mar 2006 to Apr 2011.
· Owned Pharmaceutical Distribution business and worked as Distributor/Store keeper (Firm–Sachi Enterprises) From June 2011 to April 2017.   

JOB RESPONSIBILITY: MEDICAL STORE KEEPER/DISTRIBUTOR
· Ordered, received, and checked all medical supplies and equipment’s, properly.

· Arranged, stored, and maintained the inventory level of all medical supplies.

· Rotated medical supplies and checked all store materials for expiration dates.

· Prepared and maintained computerized records of medical store supplies, in an accurate manner.

· Received and responded to all phone inquiries related to materials and inventory orders.

· Cleaned, sanitized, and tidied the medical store premises, efficiently
· Hands-on experience in receiving, stocking, and delivering medical supplies 

· Profound knowledge of warehousing activities, store operations, and inventory management practices
· Identified, contacted, and met business prospects, as required.

· Advertised pharmaceutical  products and explained their benefits to all clients.

· Sold and distributed all products to designated clients/sales representatives/Medical stores.

· Prepared and maintained correct sales and inventory records, efficiently.
	JOB RESPONSIBILITY: ACCOUNTS ASSISTANT


· Managed vendor accounts, generating weekly on demand cheques.

· Prepared company accounts and tax returns for audit.
· Manage the day to day financial transactions.

· Supervise the whole range of accounts Payable and Receivable.

· Check Monthly Bank Reconciliation Statements of all bank accounts.

· Supervise the Invoice generation Operation & Credit Control.
· Assisted with general accounting duties such as receiving documents, verifying accuracy, and recording data according to company procedure.
	ADMINISTRATIVE ASSISTANT RESPONSIBILITY


· Performed general office duties and administrative tasks.

· Prepared weekly confidential sales reports for presentation to management.
· Managed the internal and external mail functions.

· Maintained up-to-date confidential customer files.

· Answered telephone calls and e-mails typed paper correspondence and maintained appointment schedule.

· Performed data entry computer reports and various other paperwork-related clerical tasks.

· Provided clerical assistance as required.

· Assisted in performance of all administrative duties as assigned.

	PROFESSIONAL QUALIFICATION


· Bachelor of Commerce from Mumbai University, India, in the year 2001.
· Diploma in Computer application with proficiency in MS office-windows, MS word, MS Excel, MS PowerPoint, Accounting software like Tally 6.3.
	COMPUTER PROFICIENCY


· Accounting Packages: Tally6.3
· Packages: MS Office 
