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□
SSLC (2009)
St. John’s High School, Mangalore, India
Experience
Perfume Store in Dubai, U.A.E. (April’2017- Present)
· Logistic/Purchase Coordinator (April 2017- Present)
· Order handling, purchase and sales invoicing.
· Ensure high levels of customer satisfaction by providing smooth customer service to our customers. Check credit limits and other possible hurdles.
· Plan shipment date according to availability, holidays, delivery stops, customers wishes.
· Booking export shipments (Air and Sea freight).Inform and update on Import-Export shipment status.
· Coordinating with the sales team by managing schedules,filing important documents and communicating relevant information.
· Interface with purchasing, production and marketing.
· Upload export and local price list.
· Handle and resolve customer complaints.Maintain records related to sales.
· Well familiar with all technical documentation for cosmetics and perfumes.
· Accountants Assistant(May 2018 - Present)
· Maintain files on all account receivables, Payables, and update records as required.
· Processing, verifying, and posting receipts for goods sold or services rendered..
· Obtaining information from other departments to ensure records are accurate and complete and that accounts receivable ledgers and journals are up to date.
· Working with the collections department to review accounts and client payment and credit history to develop new or better repayment terms.
· Manage all petty cash and prepare cash flow reports.
· Preparation and processing of payroll.Maintains accuracy of payroll data.
· Monthly review and analysis of Journal entries, monthly expense report and preparing SOA for customers/suppliers.
· Vat calculations and submission with thorough knowledge of UAE Vat regulations.
· Bank Reconciliation.
· Performing administrative and clerical tasks, such as data entry, preparing invoices, sending bill reminders, filing paperwork, and contacting clients to discuss their accounts.
Administrative Officer (Jul’16 – March’17)
MILKY MIST (RAJ TRADING), MANGALORE, INDIA
· Maintain filing systems, databases and spreadsheets to provide information as required.
· Inventory Control.Ability to track deliveries and orders.
· Manage customer inquiries, problems, requests and suggestions.
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· Manage personnel information and maintain employee files.
· Reply to email, telephone or face to face inquiries.
· Coordinating activities related rent renewal,license renewal.
IT Skills
· Proficient in MS Office Tools (Word, Excel and PowerPoint)
· FoxPro Programing & Tally ERP 9
Contact Details

Contact Email:
priyanka-399470@2freemail.com 


Reference:

Mr. Anup P Bhatia, HR Consultant, Gulfjobseeker.com






Mobile No. 0504973598







Date of Birth: 20 – 12 – 1993 Marital Status: Single Nationality: Indian


Visa Status: Employment Visa 


Address: Dubai , UAE
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Professional Highlights





A highly motivated, confident individual with exceptional multi-tasking and organizational skills.


Possessing a proven ability to help managers to make the best use of their time by dealing with their secretarial and administrative tasks.


Able to exhibit confidentiality, discretion, diplomacy and professionalism when dealing with senior managers.


Ability to work in crucial, time bound situations and capacity to perform under pressure.





Education


PGDCA (Post Graduation Diploma in Computer Application) (2015)


AIMIT St Aloysius College, Mangalore, India


□	B.COM (2014)


Sacred Heart College, Mangalore, India


□	HSC (2011)


Padua College, Mangalore, India








