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Personal Data:

Date of Birth   : 13 October 1981 
Nationality       : Indian

Marital Status :  Married
Place of Issue  :  Pune
Date of Issue   :  02/06/2015
Valid till          :  01/06/2025
Visa Status     :  Spouse Visa
Languages Known: English, Hindi, Punjabi, Kannada and Tamil.
	  BINDIYA.371541@2freemail.com 
   Objective 
To achieve a significant position in the organization I work for and maintain the same by way of integrity and professionalism. To project a very positive and dignified image of the institution I work with by way striving hard to constantly reach the goals set by the institution by way of performance, persistence and perseverance. 
   Experience
AL SALAM INSURANCE SERVICES CO. LLC          September.2014 to present   

Position : Insurance Co-ordinator
· Issuing General, Medical and Motor Policies
· Coordinating with insurance companies for quotes, renewals, final policies and documents.
· Maintaining and recording day to day and monthly collections and following up for payments from clients.
· Issuing and sending reminders on monthly renewals to concerned producers and clients.  Calling clients for follow up and confirming businesses.
· Maintaining list of policies issued on a day to day basis and invoicing same for regular accounts update.
· Keeping an up to date record of leave and attendance for all team members
KELLETT & SINGLETON GROUP                                Jan.2010 till August 2014   

Position : Accounts Executive and Operations Co-ordinator.
· Co-ordinating the operations and managing the accounts of two companies

· Reporting to the VP – Group Control & Finance. 

· Maintenance and reconciliation of Petty cash.
· Budgeting, Costing and Job Profitability monitoring of the company.

· Preparation of audit schedules for Group entities and GL reconciliation.

· Coordinating with the Admin team on a day to day basis for various activities of Visa Issuances, new applicants, salary structures, job contracts, etc.

· Calculation of Gratuity and other job HR related responsibilities.
· Posting month end entries.
· Maintaining the accounts of as per the requirements of shipping activities.

· Assisting the operations team in the smooth functioning of work.

· Preparation of Pro Forma and Final DAs for vessels in charge.
· Co-ordinating with ship owners and other agencies for the settlement of payments & other dues.

· Identifying and negotiating with suppliers for timely delivery of materials and services.
· Constant and effective communication with the Port Authorities, Shippers, Owners and Suppliers.

· Preparation and filing of documents for timely analysis and feedbacks.

· Preparation of Quotes, BLs and other related documents for Advertising and Shipping industry.



	
	   SYSTRONICS L.L.C, Dubai                                          Feb.2009 till Dec. 2009
 Position : Consultant Functional ERP – SAGE AccPac

· Responsible for Analysing and understanding all the accounting modules of SAGE AccPac ERP. 

· System Administrator for SAGE AccPac.

· Meeting customer requirements and tailoring the accounting package as per customer specification.

· Maintaining databases and providing after sales support to clients.

· Designing and developing training modules and materials for users after implementation
 PRAXAIR India Pvt. Ltd., Bangalore(India)                    Feb 2006 to Dec 2008   

Position : Associate Engineer-Business Applications Functional ERP – JD Edwards & Data Warehouse

· Expertise in Purchase to Payment and Sales & Distribution module (Procurement, Advanced Pricing, AAI, COA, DMAAI, BU etc)  with good exposure in AR, AP and GL and interfacing JDE with other applications. 

· System Administrator for JDE & POPS (Purchase Order Processing System).

· Supporting all Praxair India locations on Sales & Distribution and AR modules in JDE One World Xe.

· Supporting P2P team, write from the beginning of purchase requisition to payment.

· Understanding the changes in Business requirements and scoping the same for changes in configuration and/or JDE programs.

· Providing specifications to Technical consultant as per the requirements of Business for changes/developing the program, and testing after the change/development before rolling to PD environment.

· Dealing with vendors and evaluation of software for ITS-Business related projects and to 

· ensure smooth implementation of outsourced Business application software.

· Training JDE users and to identify and train key users at locations.

· Support for SOX, US Audit, PWC and KPMG – JPOCL from business application team.
· Expertise in Sales Data Warehouse and Finance Data Warehouse reporting tools.
HSBC Electronic Data Processing India                        Sept. 2002  to Jan 2006     

Position : Senior Team Leader 
· Coaching and Leading a team of 15-20 individuals to completely train 

              them on all the procedures and practices of the process.

·  Making sure that the individuals in the team are getting ample training 

 from the other coaches and the daily coaching schedules are met.

·  Call monitoring and call coaching to ensure effective improvement and 

              maintenance of communication to meet the organization standards.

·  Providing effective and timely feedback for the delegates, motivating and 

              driving them towards excellence.
· Conducting performance appraisals and evaluations

· One to One interviews for new applicants and for internal job postings.

· Conducting competitions for sales, best CSR, best employee, etc.

	
	   Educational Qualification:
· PGDBA in Human Resource Management from Symbiosis Center of Distance Learning, Pune 

· Diploma in Travel & Tourism Management from All India Institute of Management Studies, Chennai in the year 2001

· Bachelor’s Degree in Commerce from Bangalore University, Bangalore in the year 2002

  Technical Qualification:
· SAP R/3 in Human Resource Management Version 4.7. Course completed in April 2007.

Familiar with:

HR Enterprise Structure and Personnel Structure

Personnel Administration

HR Master Data

Organization Management

Payroll

Time Management

     Recruitment

     Training and Event Management

     Reporting Tools

· Diploma from IICS, New Delhi (1 year) for c and C++ and have also done a project on Book Library Management

· Diploma in DTP Professional Certificate Course from IICS, New Delhi 
·  Proficient with Microsoft Office Suite (PowerPoint, Excel, Word).



