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Prajith
Prajith.368222@2freemail.com   


	Seeking a position with a well known organization wherein my professional credentials can be utilized to make a positive contribution towards the organization's objectives. 

Experience: 

I have 15 years’ experience as Commercial Executive in various reputed organizations.

	Exposure / Activities Handled 
	· Skilled System oriented business operations.
· Efficient working with advanced software and databases.
· Effective corporate communications.
· Innovative  and Qualitative Business financial  settlement tracking. 

· Resourceful inputs for optimum financial saves.
· Quality maintained reporting with audit perspective.
· Efficient handling of  Petty cash management and reconciliation .
· Handling Various MIS preparation and analysis with respect to Business requirement.
· Informative Presentation Skills.
· Overall Office administration Skills.

	Work experience 

Company 4
	Dubai World Trade Center

 ( Since December 2015) 
Designation : Commercial Administrator 
Job Profile: To work as part of the Event and hospitality department to ensure the provision of an efficient and professional administrative support service, providing first point of contact for all enquiries to the center from business, staff and clients. Operational staff scheduling, staff leave application process in ERP system. Department Procurement through ERP and processing of expense claims, making appropriate travel & subsistence arrangements as required for staff and visitors through ERP.  Track and support all events using worldwide event management system (EBMS) and Maintain a network of engaged businesses, staff and clients. Communicate with clients for new opportunities and to maximize engagement in commercial work. Support the business manager and his team with administration associated with operations, meetings, projects and programs. Maintain appropriate records of corporate computerized information systems ensuring data integrity. Maintain all records within agreed procedures, monitoring usage, providing reports and information on various performances from ERP system. Working on supplementary projects as they arise, or during periods of high activity, as directed by the line Manager. Event tracking and order processing through EBMS system.


	Work Experience 

Company 3
	APM Terminals India Ltd Mumbai ( Container Port )
( Since February-2011- December 2014) 
Designation : Executive Finance 
Job Profile: Total Financial Settlement cycle with company’s Suppliers through Oracle Financial syatem, in targeted Time, Reconciliation & Co-Ordination with all Banks pertains to company financial operations. Regular fund monitoring in all banks, Fixed deposit and its liquidation. Company petty cash management. Various financial reports. Well versed in financial accounting system in Oracle. Supporting in auditing operations, Reconciliation of billing, deduction & settlement with supplier. Co-ordination with HR for salary allocation and fund transfer.

	Work Experience 

Company 2
	CMS Computers India Ltd Mumbai 
(December-2007 - October 2010) 
Designation : Executive Finance
Job Profile: Making Various levels of ATM Cash requirement forecasts. Preparing customer level Financial tracker on vault insurance exposure.  Product profitability reports, financial Presentations, Planning and implements Various financial tracker plans .Analysis of revenues, Inventory control on company assets in India & its verifications on Expenses. Relationship with Various customer companies and track on expenses towards company. Monthly track on expenses v/s budget. Financial Settlement with Customer companies. Co-Ordination with various Banks ATM  heads in India pertains to ATM financial operations. Monthly MIS of Business risk analysis on fraud & ATM Cash shortages,. Preparation and updating of various operational manuals, Contingency planning and documentation, Appraisal review and rating & Business audit trail and controls.

	Work Experience 

Company 1 
	Citibank India (ATM Unit India -: Back Office)
( January, 2001- November-2007) 
Designation : Officer _ Consultant 

All India ATM Transaction MIS Analysis, Business Presentations, working with various Web applications of Bank, Making Business assessment reports, Inventory control on all kind of unit's assets& its verification. Good relationship with Various Vendors &, keeping track on expenses, financial Settlement with various Vendors, Internal Financial settlement on network Transactions, Co-Ordination with all cities Officers pertains to ATM Operations , Preparing quarterly risk assessment report for ATM business unit and Upload on Web & E- Procurement for Unit. Tracking and control on ATM consumables of all India Level. Agreement Tracking of Total Unit. Credit approval preparation of CIT Agencies as per Requirement 

	Educational Qualifications 

	Post Graduation
	Master of Business Administration -Finance  

From Madurai Kamraj University Madurai Tamilnadu

	
Graduation 
	Bachelor of Business Administration 

From Madurai Kamraj University Madurai Tamilnadu

	Pre Degree 
	Pre Degree 

From Calicut University St Thomas College, Thrissur , Kerala 

	 
SSLC 
	SSLC 

Kerala Board of Examinations 

St Antoney's Convent High School. Pazhuvil, Thrissur, Kerala 

	Diploma In Office Management


	Government Polytechnic Nattika , Thrissur ( Indo Canada Joint Venture) 



	Training Attended
	 Project management, Effective administration.

	Co-curricular 
Activities and Achievements
	Responsible for Targeted works as per schedule. Acquiring knowledge for Self-development in general and Computer skills ,Enjoying self-motivated working

	Interest and Hobbies 


	Music, Reading and Interacting with people. 

	Computer proficiency
	Ms-Office,Visual Basic,Oracle,Ms-Access,Foxpro

	Language Proficiency
	English, Hindi & Malayalam


