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	Objective


A position that utilizes my skills and abilities in Commerce and Office Administration derived from education and experience that can contribute maximum results to the growth and progress of a company.

	 Professional Summary


·  
Sufficient experience in general secretarial and administration support duties to Commercial & Accounts department. 
·  
 Worked in fully computerised environment.

·  
Good problem-solving and organizational skills. 

·  
Good interpersonal and communicational skills. 

·  
Work effectively as part of a team or independently under deadlines and extreme under pressure.

Work Experiences 
	Organization
	Presently working with M/s. Omeir Bin Youssef & Sons L.L.C, Abu Dhabi – U.A.E

	Duration
	2nd January, 2007  - Till Today 

	Designation
	Commercial Assistant 



	Job Responsibilities
	· Reporting to Sales & Marketing Manager.
· General Administration of Commercial and Contractual documentation (Preparing Sales Purchase Order, Custom Duty Exemption letter to Client, Issuing Invoices, Delivery Notes & Statement of Accounts).

· Update of database and logging of bid enquiries.
· Assist in prepare necessary arrangements of Product Pre-qualifications to ADNOC & ADWEA.  

· Handling Correspondence.
· Review and Process Collection of Payments.

· Travel Arrangements to Department Heads. 

· Preparing Monthly Sale Report. 

· Preparing, typing and submitting the tender documents to ADNOC & ADWEA.
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	· Preparing the final compilation and delivery of tender/enquiry documents to deadlines.  

· Document control within Commercial / Contracts Department. 
· Archiving all documentation (client order, counter party confirmation - electronically and physically).
· Preparing the Referral Agent fees and Commission file.


	 Organization
	 M/s Bensalem Management Consultancy, Abu Dhabi – U.A.E


	 Duration       
	 March 2006 - December 2006

	 Designation  
	 Accounts Assistant

	  Job 

  Responsibilities
	· Reporting to Accountant. 

· Bank transactions 

· Monthly Bank Reconciliation

· Petty Cash Management

· Analysis of Debtors Collection and Reporting

· Follow-up Payments
· Analysis of creditability of customers through the verification of documents and reports and decide the credit limit of the customer.

· Finalization of Accounts and Providing Relevant Information to Management.


	 Organization
	 M/s Fenner India Ltd., Cochin – India 



	 Duration
	 April 2004 to February 2006

	 Designation
	 Commercial Executive

	 Job

 Responsibilities
	· Reporting to Branch Accountant 

· Sales Order Processing

· Bank transactions 

· Monthly Bank Reconciliation

· Deal with the Vendors & Customers related to the business issues

· Coordinating with the Purchasing Department 

· Follow up Payments.

· Preparing the Sales Tax form. 

· Work closely with the Sales & Income Tax Authority in filing tax returns & related matters.

· Assist in finalizing the Accounts and Reporting.

· Preparing PowerPoint presentations.

· Worked in SAP environment.
· General Office Management Duties: ensuring the smooth running of the office.
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	 Academic chronicle

	Year
	University 
	Course

	2003-2005
	Mahatma Gandhi University
	Master of Commerce (M Com) 

	1999-2002
	Mahatma Gandhi University
	  Bachelor of Commerce (B Com)


	  Computer Proficiency

	 ADSE
	   Advance Diploma in Software Engineering.  

   (Sprint Computer Ltd, Cochin)

	 MS Office
	Good knowledge in MS Word, Excel, Power Point, Access, Outlook Express,  Email &  Internet  



	 Softwares 
	    SAP, Oracle, Visual Basic, C++ & HTML 

	 Operating    

 System
	   MS -Windows 

	 Trained 
	   SAP Modules 

· Sales & Distribution Module (SD Module)

· Financial Accounting Module (FI Module)

· Project Systems Module (PS Module)  


	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


