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Career Profile:
A highly dynamic, talented and professional Administrative and Operations Executive with more than four  years of experience in the mentioned field. Seeking an opportunity to work as administrative/Operation Executive to utilize my skills and knowledge in a renowned organization.

 Professional strengths: 

· Operations Executive with 5 years experience in field and graduated in Master in Business Administration (MBA). 

· Detail-oriented and possess ability to handle multi-task effectively 

· Ability to read and interpret complex oral and written instructions  

· Pocess excellent verbal and written communication skills

· Familiar with major operating systems like basic graphic editing programs, word processing and the internet 

· Posses excellent management and organization skills 

· Patience and the ability to perform tasks accurately 

Professional Experience: 

Current Organization:   Feb 12th 2011,

National Firefighting Equipment (NAFFCO):

Sales/Project Estimator
· Maintain cost estimating metrics and systems for application across the project portfolio, ensuring estimating baselines are validated.

· Review cost estimates and expenditure phasing and comment upon suitability, deliverability and overall quality.

· Review contractors variation quantities and extra items

· Develop alternative options for cost effectiveness as required by project management

· Responsible for preparing Sales Orders, Delivery Notes, Commercial Invoices   (Oracle Application). 

· Good knowledge of stores management, inventory control, inventory valuation FIFO, LIFO etc.

· Familiar with vendor evaluation techniques.

· Check computational ability – to calculate. (Such as rate of interest, discount, surcharge, landed cost, duty, tax, etc.)
· Bench marking rates for data base & quick reference for future use.

· Ability to perform basic information research and compile statistical reports

Casby Logistics Pvt., Ltd., India, Oct. 2008 to Oct. 2010
Accounts & Administrative Executive.
· Duties will include business development, create and implement proactive, cost- effective and employee friendly administration, the management of contracts and reporting regularly to the Management.  
· Handled the responsibilities of interviewing candidates and making proper referrals 

· Composed correspondence, reports and memorandums by using computers and standard desktop software 

· Ensure inventory accuracy through continuously ensuring that physical inventory counting is followed and use the results to find out the reasons of discrepancies, and define ways of resolving them

· Quality interaction with entire client base for warehousing, transportation and transportation management

· Plan and implement all execution systems for the distribution facility.

· Managing, implementing and monitoring all operational processes required activities and apply warehousing and storage best practices
· Responsible for reviewing drafts and checked documents for appropriate grammatical usage 

· Handled the responsibilities of answering queries related to office operations 

· Responsible for establishing innovative policies and procedures of the organization 

· Provided guidelines to clerical employees and lower-level secretaries 

· Handled the tasks of greeting visitors and checking emails regularly 

· Responsible for monitoring and supervising monthly and weekly cost analysis reports to ensure adherence to the budget 
ICICI LOMBARD GIC, India 2007-2008
Branch Operations & Administrative Executive. 

· Responsible for preparing reports, invoices, letters, memos, financial statements and spreadsheets by word processor, spreadsheet, database and software (SAP Application). 

·  Assisting in entire Branch Operations, Administration and Revenue generation at Customer Support Desk (CSD).
· Handled the tasks of accounting like managing employee payroll, processing accounts payable, maintaining budget control, finalizing monthly budget reports and preparing investment register  

· Performs facilities management and general office duties like ordering supplies and maintains the records of management systems 

· Operations process includes Proposal, cover note and policy generations, Endorsements for all motor, health, travel and OTC products Solved a number of administrative problems and queries 

· Served as a liaison in operational issues and resolution of day-to-day administrative tasks 

· Ensuring the TAT & KRA's in compliance.

· Cross sell of Products to branch walk-in customers and achieving the target beyond 100% (2lacs) every month consistently.

· Analyzing and preparing the reports of Agent wise biz, Vertical wise biz, MO wise biz, Cheque bounces and sending the same to the Service Manager, weekly, fortnightly and monthly

Educational Summary: 

· Bachelor's degree in Business Administration , Jaya College of Arts & Science , Madras University, Chennai 2004 

· Masters in Business Administration ,Jansons School Of Business, Coimbatore,  2007 

Personal Details: 

