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PROFESSIONAL OBJECTIVE AND EXECUTIVE PROFILE



PROFESSIONAL EXPERIENCE AND SIGNIFICANT ACHIEVEMENTS
Agility (PWC Logistics) (a leading logistics company)- Oct 2006 - Oct 2008
Executive-Planning and Optimization/Customer Service Dept.
· Preparing and maintaining Executive reports (Planning and Optimization report) on weekly and monthly basis which included all customer service and warehousing activities, statistics and analysis on basis of which productivity and efficiency of the departments were measured and analyzed for improvements and enhancement.
· Worked along with the Customer Service Manager to design and implement a CSR friendly procedure and system for the inbound and out bound clients and also designed a user friendly billing system. The system resulted in a more accurate and systemized working of the CSR dept. and accurate billing resulting into increased turnover of the revenues. 
· Assisted the Inventory and Stock Controller in implementing picking and put away process to have better bin accuracy. Reconciling stock loss claimed by various customers. Increased picking performance and maximized warehouse space pick locations and consolidations.
· Designed and implemented tracking report for key outbound clients. Preparing aging report for the Standing Guarantees and following up for the same with the concerned department/executive.
Eurotech Design Systems Pvt. Ltd. (a leading Furniture manufacturing company in India) – Dec 2004 to April 2006 
Asst. Manager-Operations- Globovision Marketing

· Initially as a Logistic- in- charge directed the daily Operations and maintained full accountability for operational performance. Resolved customer complaints for OS&D (overage, shortage and damaged) products and late deliveries. Ensured that the work schedules are correctly implemented and completed in time by the department.
· Headed the debt recovery department effectively. Persuaded clients/debtors to pay amounts due on credit accounts, damage claims, or nonpayable cheques. Locate and monitor overdue accounts. Confer with clients/debtors by telephone or in person to determine reasons for overdue payments and to review the terms of sales, service, or credit contracts and determine appropriate strategy. Negotiate credit extensions when necessary. 

· Key Account acquisitions and retentions .Responsibilities also included identifying revenue opportunities with both existing and new clients. Duties included structuring strategic proposals, negotiating business terms & conditions and closing the transaction. 

· Analyze and document business processes and problems. Develop solutions to enhance efficiencies. Communicate with Supervisors, Managers, and Vice Presidents on Department operations.

· Manage the operational and fiscal activities of the department to include: staffing levels, budgets, and financial goals.

· Direct staff in the development, analysis, and preparation of reports. Schedule and conduct department meetings. Responsible to meet department productivity and quality goals. Analyzing the efficiency & productivity of each executive/employee. Establish employee goals and conduct employee performance reviews. Weekly and monthly analysis of each department via reports. Plan and develop systems and procedures to improve the operating quality and efficiency of the department.

· Supervise staff in accordance with company policies and procedures. Responsible for staff scheduling to include: work assignments/rotations, employee training, employee vacations, employee breaks, overtime assignment, back-up for absent employees, and shift rotations. Coordinate with Human Resources for appropriate staffing levels. Conduct interviews, hire new staff, and provide employee orientation.
Polco Creations Pvt. Ltd. (a leading car accessories manufacturing company) - Nov 2003 to Nov 2004 

Senior Accountant

· Managed and performed all accounting activities including general ledger, costing, inventory, financial reporting, accounts receivable/payable and pay rolls, Keeping track of petty cash accounts. 

· Preparing, filing and maintaining Excise documents. Worked for completion of sales tax filings. 
· Coordinated in all aspects of monthly closings and financial reporting. Prepared Balance sheet, reconciliation statements including inventory. Generating weekly and monthly MIS reports.
· Assisted outside auditor in auditing process.
· Payment recovery.
· Computerizing manual Inventory reports. Designed and implemented inter-departmental systems.
· Worked closely with business managers to review costs, reconcile variances and identify areas for productivity and cost improvement. Worked with various department heads to review historical activities, trends and future obligations.

· Planning and raising sales orders/commercial invoices of Domestic and International customers, & Depots using Excise rules Sales Tax, Excise Duty, C.S.T. Exchange Rates, etc.

· Follow up for material in plant and arranging for Dispatch. Invoicing of all orders and sending Dispatch details to all Customers. Liaison with transporters for delivery of material to Customers & depot. Ensure the Fully Material loaded vehicles/ containers. Handling Dispatch Operations. Follow up for material in plant and arranging for Dispatch.
Global Telesystems Limited (India’s largest network services provider to the world)- April 2003 to September 2003 
Administrative Executive-Corporate Management
· Assisting the Sr. Vice President-Corporate office.

· Coordinating with departments from the CMD’s office.

Chirag Impex (a leading import and export house in India) - June 2002 to March 2003 
Administrative Executive

· Responsibilities included identifying revenue opportunities with both existing and new clients.

· Key Account acquisitions and retentions. 

· Preparing Import-Export documents.

EDUCATION & QUALIFICATION

	Bachelor of Commerce
	Mumbai University, April 2001

	Higher Secondary Certificate
	Mumbai University, April 1998

	Senior Secondary Certificate
	Mumbai University, July1996


SKILLS & OTHERS
Proficient in:

· Proficient in MS Office Package User i.e. PowerPoint & Word

· Operating Systems: Windows 95/2000/XP/7.

Certification

· Leadership & Personality Development & Effective Public Speaking Skills training program. 

Strengths





Good leadership abilities-have a friendly attitude without compromising on quality of work


Success oriented and a good team player


Excellent research and report writing skills


Highly organized- can prioritize work schedules, manage time effectively and meet deadlines


Effective communicator - can liaise with clients and communicate ideas with a wide range of people


Strong analytical and problem solving skills


Flexible and adapt quickly to new working environments


Learning agility & Strong determination to succeed 





Highly talented professional with 8 years of broad-based experience in Operations, Customer Service, Planning & Optimization and Administration seeks an opportunity to work with an organization that will optimally utilize my abilities, experience and knowledge to achieve the organizational goals and provide ample scope for career growth and recognize unique talents of setting next level of excellence in organizational and business standards for the company.
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