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Objective 
To learn and build professional relationships, nurture positive attitude around the work environment and put into use what’s within me to the benefit of my career and profitability of the company.
Skills
An admin professional with Excellent interpersonal skills, team player, effective listening and communication skills, honest and trustworthy, organized, time and stress management, respectful and able to demonstrate sound work ethics
Work Experience
SO Fashion FZ LLC – Office Manager (Temporary)
16-10-2016 – Present
· Design and implement office policies 
· Establish standards and procedures 
· Organize office operations and procedures 
· Review and approve supply requisitions 
· Liaise with other agencies, organizations and groups 
· Update organizational memberships 
· Maintain office equipment
· Responding to customer enquiries and complaints
· Coordinating with various suppliers and government authorities
· Design filing systems 
· Ensure filing systems are maintained and up to date 
· Ensure protection and security of files and records 
· Ensure effective transfer of files and records 
· Ensure personnel files are up to date and secure
· Handling the shipments and deliveries of company documents and products  
· Using a range of office software, including email, spreadsheets and databases
· Maintain and replenish inventory 
· Anticipate needed supplies 
· Verify receipt of supply
· Handling petty cash for the office 
· Check stock to determine inventory levels 
· Participating in the spot inventory audits
· Overseeing the recruitment of new staff, sometimes including training and induction
· Assign and monitor clerical and secretarial functions 
· Recruit and select office staff 
· Orient and train employees 
· Provide on the job and other training opportunities 
· Supervise staff 
· Evaluate staff performance 
· Coaching and disciplining staff
· Attending meetings and reporting the overall functioning of office 
· Depending on the organization, duties of the role may extend to the management of social media
Volvo Group Middle East FZE – Logistics Consultant
24-03-2013 – 15-08-2015
· As a Logistics Consultant for Volvo Truck spare parts, I was responsible for handling all after sales queries for Volvo Trucks spares for Middle East and Asia
· Planning the logistics setup based on various order criteria’s and business area.  

· Classifying orders and assigning the right mode of shipment.
· Coordinating with the Central warehouse in Belgium on the parts availability and shipments.
· Responsible for Back order recovery and the Back order Matrix

·  Assigning the Time Planned Order 

· Handling the supplier Quotations – reservations and partial and complete shipments 
· Handling LC  documentation and shipments
· Coordinating with local and international procurement teams 

· Handling special orders, discount and investment price orders
· Handling Discrepancies and the order deviations 

· Assist the operations and the quality team in various projects 

· Responsible for planning and organizing the Shipments according to the break even 
· Plan on the advance restocking for fast moving parts

· Responsible for Cost Deployment and waste management 

· Working on KAIZEN generation and  its implementation 

· Root cause analysis and containment 

· Responsible for 5 s 

· Assisting in drafting and documenting the various process flows  for operations 

· Compiling the Performance Indicator reports 

· Training and development 
Vivel Patisserie – Admin and Procurement Officer
2011 – 2013
· Prepare purchase orders and send copies to suppliers and to departments originating requests.
· Determine if inventory quantities are sufficient for needs, ordering more materials when necessary for office and warehouse.
· Respond to customer and supplier inquiries about order status, changes, or cancellations
· Perform buying duties when necessary.
· Contact suppliers in order to schedule or expedite deliveries and to resolve shortages, missed or late deliveries, and other problems.
· Review requisition orders in order to verify accuracy, terminology, and specifications.
· Track purchases from order placement until it arrives in hands of order placer.

· Verify package meets all customer specifications and customer is satisfied.

· Notify appropriate department of the placement of orders.

· Compare quotations and expected delivery dates proposed by suppliers.

· Compile records of items purchased or transferred between departments, prices, deliveries, and inventories.

· Determine cause of any delays en-route.

· Match purchase orders with shipment.

· Verify billed amount with goods received.

· Handle invoices and forward to accounting department.

· Handle the filing for the departments including the staff data

· Coordinate with the PRO for renewal of licenses and staff documents

· Keep track of the leaves for the staff  - assign replacements for key staffs 

Hub Holdings – Admin and HR Officer 
2008 – 2010
· Respond to inquiries phone and email
· Manage the office equipment’s

· Handling the ordering of office supplies 

· Manage the filing, storage and security of documents

· Assist various departments in their functions

· Assist with preparation and advertising of contract documents 

· Administer employment agreements

· Verify and report on benefits payments 

· Maintain the leave management system

· Review remittances 

· Supervise completion of the payroll 

· Review payroll reports

· Handling and issuing the internal memo’s 

Education 

ICFAI – Master of Business Management ( MBA) – Finance and Marketing
2005 – 2007
Kerala University – Bachelor of Commerce ( B COM) – Taxation and Accounting 
2002 – 2005

CBSE – Central Board of Secondary Education – Commerce 
2001 – 2003
IT Skills 
· SAP

· IMSRS, VIPS, SOI, POL

· Microsoft Office Tools– Word, Excel, Power Point – Etc

References will be provided on request 
