[image: image1.png]


DEEPTI 
E-Mail: deepti.373354@2freemail.com 
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Seeking assignments in the area of Commercial Operations, Accounting, Sales Coordination and Purchase with an organisation of repute
PROFESSIONAL SYNOPSIS

A competent professional with over 10 years of UAE experience in Commercial Operation, Purchase Operations, Store & Dispatch, Accounting & Payroll Management. 

Demonstrated proficiency in looking after overall commercial functions, dispatches, purchases functions of the divisions. Proficient in handling commercial activities in co-ordination with internal / external departments for smooth business operations. Skilful in managing the payroll processing function while designing, implementing and administering payroll policies and procedures to ensure accurate and timely compliance with statutory obligations.
Proved ability in supervising, directing work flow & training staff to achieve the significant improvement in their productivity.  An effective communicator with exceptional relationship management skills with ability to relate to people at any level of business.

CAREER HIGHLIGHTS
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Nov’07 to Sept’17
International Camp Supply Group LLC, Dubai  
Office Manager 
May’02 to Aug’07
COLINZ Laboratories Limited, Mumbai  

Sr. Commercial Executive
May’99 to Jan’02
Turbo Infotech Ltd., Mumbai  



Administrator & 

Customer Service Executive
KEY DELIVERABLES ACROSS THE TENURE
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Commercial Operations

· Receiving enquiry through email, fax, and telephone.
· Discuss with the Managing Director to decide if Company is capable of fulfilling contractual obligations (including financial strength, customer solvency, and safety for personnel, available expertise and workmanship).

· Send enquiry to Autocad engineer to make drawing / layout.   Send the layout to client for approval

· Ask for quotation from suppliers.

· Do the cost/sales calculation by use of excel cost spread sheet.
· Get Managing Director approval and signature on the quotation.
· Send the quotation to customer together with equipment specification and other necessary documentation.
· Make sure that customer acceptance of order has been received by signing all papers of the quotation.
· Make sure that delivery time from supplier fulfil customer requirement.
· If any advanced payment then send an invoice to customer.
· Start ordering material in accordance with procedure for Procurement.
· Ordering transport in accordance with procedure for Procurement.
· Executing the order.
· Invoice the customer according to payment agreed.
· Follow up by contacting the customer.
· Make an after calculation of the total project or sales to see if the calculation was correct and to calculate the final profit.
· Register the result of the after calculation in the spreadsheet for weekly report to Managing Director.

· Follow-up outstanding payments.
Shipping & Logistics
· Handling all LC shipments.

· Sending enquires to shipping agent and receiving quotations.
· Discuss price, payments, terms & condition and select the best quote.

· Confirm the order by sending LPO to the forwarder.

· Co-ordinate with supplier/customer & forwarder.

· Well versed in preparing all shipping related documents. 
· Follow-up the shipment.
· Arranging for custom duty and clearance.
· Co-ordinate with site manager to offload the cargo in yard.

Procurement
· Send inquiry to supplier asking for price and delivery time.
· If necessary then adjust the price/delivery time in accordance with company’s requirements.
· Finalize quotation received from supplier including price and delivery time.
· Prepare LPO to supplier in accordance with final quotation received.
· Get Managing Directors approval and signature, send the order to supplier.
· Arrange transport together with shipment papers.
· Make sure that the product is packed strong enough to withstand the transport or will be protected during possible transit storage

Accounting and Banking
· Handling petty cash expenditure of the company.

· Making transfers thru internet banking.
· Bank reconciliation.
· Co-ordinate with bank thru phone banking.
· Co-ordinate with bank relationship manager for banking related issues.

· Entering all bank, cash and journal transactions in Navision/Tally.
· Raising invoices / issuing credit notes.
· Co-ordinating with bank for LC shipments.
· Making monthly reports.

Salaries
· Preparation of pay slip and payroll sheet.
· Add all reimbursements and deduct all personal expenses from staff salaries.
· Getting approval from Managing Director

· Making salaries thru internet banking using WPS

Managing licence, permit, registrations
· Keep reminder on the expiries of the below

· Company Labour permit

· Trade licence
· ISO certificates
· Tenancy contracts

· Employee visa & passport

· Employee Medical Insurance

· Company car insurance & registrations

· Inform the concerned department and arrange renewal.
Managing company vehicles
· Keeping a record of all company cars and car insurance.
· Renew vehicle insurance.
· Renew vehicle registrations.
· Making sure that SALIK (electronic toll) is recharged on time.
· Send the vehicle for maintenance and repair whenever required.
Weekly reports to Managing Director
· Once in a week update weekly reports.
· Update list of quotations send.
· Update WIP with new orders.
· Update forecast about future customer requirement and sales opportunity.
· Update after sales calculations.
· Handover report to Managing director.
Expense reimbursement

· Maintaining the staff expenses Invoice & receipts and ensuring timely reimbursement.
· Reporting & getting Approval from the MD on the same.
Administration
· Maintaining leave records as per the Labour laws. 
· Handling business and travel arrangement, booking air tickets and hotel booking. 
· Maintaining company file, employee file, Vehicle file.
· Correspondence with customers and attending to their complaints & grievances.

· Creating a ticket at IT Helpdesk when there is IT related problem. 
· Looking after stationery and other office supplies. 
· Paying DEWA, Etisalat bills online. 
· Handling the couriers. 
ACADEMICS
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2002
M. Com from Mumbai University
1999
B. Com. from Mumbai University
IT Skills
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Diploma in Computer Application & programming. 

· Well versed with MS Office, Outlook, Word, Excel, PowerPoint, Access, Adobe 

· FoxPro programming, UNIX,

· C Programming, Oracle, SSAD, IBA, TLB.

· Operating System: Windows 95, Windows 98, Windows XP, Windows 2007, Windows 8
PERSONAL DETAILS
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Date of Birth 

: 29th November 1978
Martial status

: Married

Languages known
: English, Hindi, Malayalam, Marathi

Visa status

: Husband’s visa
Driving Licence

: UAE Licence

Availability

: Immediate

