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Vidya 
Vidya.372722@2freemail.com 
Operations and Logistics professional


	An accomplished and result driven Operations and Logistics executive with strong background in all aspects of logistics/ operations management and customer services field. Proven expertise in operations management, customer support, supply chain distribution and finance analysis. Demonstrated management abilities that enhance productivity and drive sustained organizational performance. Possessed a strong focus on building and maintaining close ties with suppliers, shipping agents & logistics providers. An excellent communicator with the ability to work under pressure in fast-paced, time sensitive environments.

Area of expertise covers Consumer electronics, IT and communication products. 
Operationally strong, financially aware and commercially astute




	
	 ACADEMIC CREDENTIALS
	

	
	
	


	Bachelor of Commerce, Bombay University, India

Diploma in computer applications (CCNA), Mumbai, India


	

	
	EXPERIENCE SNAPSHOT
	

	
	
	

	Assistant Manager Operations                                                                                                                                                                 

Toshiba Gulf Fze, Dubai, United Arab Emirates

Deputy Manager Operations
Toshiba Gulf Fze, Dubai, United Arab Emirates
	May 2014 to present

Dec 2008-May 2014



	Sales Co-ordinator

	Jun 2006-Nov 2008


	Toshiba Gulf Fze, Dubai, United Arab Emirates


	Sales Co-ordinator
	Feb 2003-Mar 2006

	United Motors and heavy equipments LLC, United Arab emirates


	
	 PROVEN JOB ROLE AND AREA OF EXPERTISE
	

	
	
	

	Assistant Manager Operations
Operations and Logistics
· Managing and assisting daily operations of PC department and ensure execution of delegated task

· Address operational issues and concerns in a timely fashion 

· Co-ordinate with department head regarding different operational issues and promotional activities

· Generate operational reports for management as needed

· Review and improve existing KPI's

· Ensure all systems and procedures are fully documented to fully assist within compliance, quality and training
· Responsible for arranging shipping , checking cargo readiness date, confirm booking with shipping lines and supplier to get the best available schedule

· Tracking shipment status and ensuring goods arrive within expected time frame
Finance
· Responsible for preparing the annual budget of the organization so that it can be assessed at the end of the financial year if the expenses exceeded the budget or not
· Handling P&L and accruals for PC department

· Analysis of stock information on a regular basis and taking appropriate action to plan ahead in order to ensure stock levels are maintained and that all available products are merchandised on the sales floor
· Skilled in MIS reports preparation and providing feedback to top management on financial performance
Deputy Manager
· Supervise daily operations and and maintain full accountability for operational performance, personnel responsibilities, shipping and receiving, safety and asset security.

· Incharge of calling the logistics department to be able to ship their goods from Manufacturers to buyers

	Sales Co-ordinator
· A vital role and a main connection between different parties (supplier, marketing and sales, customs clearance team, bank and accounting team

· Order confirmation, shipping information requests, return authorization requests, confirm purchase orders, drafting quotations and proposals and any additional customer follow up.




	

	United motors and Heavy eqipments LLC

Sales Co-ordinator
· Track Sales activities and develop reporting mechanisms so that the senior staff and other members of the company are aware of revenue progress, market progress and status of any on-going sales program.

· Order confirmation, shipping information requests, return authorization requests, confirm purchase orders, drafting quotations and proposals and any additional customer follow up.

· Manning the phones during business hours from new potential clients, end-users etc.

· Assist the Sales Manager in managing the sales funnel and forecast database and tracking closed deals and the progress towards the quarterly target.

· Filing and organizing, process and handling of requests to and from other departments, co-ordination of mail-outs to customers and prospects, daily interaction with the sales team and organization of sales department schedules.

· Providing administrative support.



	
	IT SKILLS
	

	
	
	

	· Proficient in ERP software packages such as Navision and Oracle
· MS Office, MS Visio and E-mail applications


	
	PERSONAL DETAILS
	

	
	
	

	

	Nationality
	:
	Indian

	Date of Birth
	:
	1st December 1976

	Marital Status
	:
	Married

	Visa Status
	:
	Dubai Visa

	Driving License
	:
	UAE Light Vehicle

	Languages
	:
	English & Hindi
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