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	 Objective


I intent to use my skills and designing infrastructure and implementing technologies in being a valuable resource to your prestigious organization and obtain a challenging leadership position applying creative problem solving and learn management skills with a growing company to achieve optimum utilization of its resources and maximum profits.
	Professional Summary


Working as a logistics & operation executive from Nov 2014 to present with Bhatia Brothers Group Dubai (UAE).
• Assisting in the purchase & logistics of all items that are required for Company's local & international           operations, in line with the company’s policies and procedures, with special emphasis on quality, price and delivery schedule.

• Placing  and confirming the orders.

• Preparation of Purchase orders.

• Handling banking relationship for trade documentation.
• Working with complete local & import LC process.

• Maintaining relationships with banks to get the docs dispatched on time and get the dispatch details.
• Responsible for overall coordination for documents with banks and with in company.

• Prepare and liaise with banks for providing related business and accounts information for credit facilities.
• Handling logistics with buyers and suppliers.
• Maintaining orders chart and coordinating with supplier for timely shipment and updating buyer on the shipment planning.
• Tracking the up coming shipments.

• Coordinate with clearance agent regarding the shipment.

•  Working with CRM.

•  Dealing with telephone and email enquiries.

•  Creating and maintaining filing systems.

• Scheduling and attending meetings, creating agendas.

• Align the candidates for interviews and coordinate with them till the onboard process.

• Work with finance manger with accounts realted works.

• Accounts Payable includes processing payment.

• Dealing with Creditors for payment Status.

• Reconciliations with suppliers and getting approvals for payments.

• Payment entries for Suppliers.

•  Preparation of Postdated and Current dated cheques.

• Receipt entries for Daily Deposit.
• Preparing MIS Reports related to stock inventory and sales.
• Assist in supporting external audits and ensuring the timely response to documentations requested by auditor.

• Guide and help new candidates with on boarding process.

Worked as a Lead Operations/Trainner in IBM Global Service New Delhi India , Since Nov 2010 to July 2014.

• Good working knowledge of all Technical Issues. 
• Handel all Technical and customer service issues of Canadian Customers.

• Handel all level 2  Escalation.
• Providing floor support and giving training to new hires.
• Working with software testing group.

• Trained new hires about good customer service to enhance the productivity.

• Preparing the training data according to the requirement.

• Created innovative programs and incentives plans to motivate traines and enhance the productivity.
• Conducted dynamic and enjoyable training in relationship building and product knowledge.

• Assessed traines and make the performance chart and update same to the management on regular basis.
• Assured to provide highest standards of service.
• Complete training as per schedule and timeline.

• Prepaing & sharing the daily performance of new hires with Training manager. 
	Computer Proficiency

	Software, Language Experience:  C#, Microsoft Office

Web Development:  ASP.NET, HTML.
Databases:   SQL Server 2000  and  2005.

Web Technology:  ASP.NET, Windows 98/XP.


	ACHIEVEMENT


  Got best student of the year award in NIIT.

  Got best Customer Service and top NPS contributor award in IBM.
  Got 7 quarterly performance awards, 2 Global performance awards and 1anual performance award in      IBM.
•  Best trainer award in IBM.
	Educational Profile


 Completed GNIIT (Software Engg.) in 2012.
 Completed Bachelors in Computer Science in 2010.
 Completed Senior Secondary from H.P.S.B. in 2006.
	Personal Information


Date of Birth

:  27th August 1987
Marital Status

:  Married
Languages Known
:  English and  Hindi.
Nationality

:  Indian

Favorite Pastime
:  Net surfing & Traveling 
Visa Status                  : Employment Visa
Driving License
: Yes

I consider myself familiar with support aspects. I am also confident of my ability to work in a team.









  Date: 
