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Objective
A position in an organization that seeks Project Development, Coordination, and Administration especially in a people-oriented organization where there is a need to assure broad cooperative effort through the use of sound planning.

Strengths
· Hard worker & Quick Learner. 

· Good knowledge of financial products. 

· Positive Attitude, Dedicated & Ambitious.
· Excellent communication, interpersonal skills and analytical skills.
· Ability to work independently and as a team leader.
· Administrative and Clerical Support abilities.

· Leadership qualities and outstanding punctilious work approach.

· Fast Learning Curve & Multi Tasking.
· Target oriented, able to work under pressure 

· Strong Customer Relationship Management Skills, Creative Problem Solving Skills, Good planning and presentation skills.

· Strong interpersonal skills, capable of developing relationships with individuals across the organization at all levels and equally comfortable in managing through influence as well as through direct control of resources
· Believe strong in “possibility”, Self-motivated, Confident, dynamic self-starter with high energy level.
· Good desktop computing skills, e.g. Microsoft Excel, MS Office. Internet Operations, Power point etc.,

Education
· Master’s Degree in Commerce from Karnataka State Open University
· Diploma in Information and Technology
· Diploma in Computer Applications.
Work Experience
· 2Years Experience as a Front office Assistant in Souza Electronics.
· 2Years Experience as a Admn Co-ordinator cum HR Assistant in Administrative Office, Sai Radha Group of Concern, Udupi.
· 6years Experience in Sai Radha Developers as a Purchase Manager cum Accounts Assistant, Central Store In-charge from June 2005 to till date.
Detailed Work Experience Summary 
· Detailed Check on Bills and making corresponding payment.
· Planning and Implementing Accounting Procedures.
· Accurate Scrutinization of Statement of Account.
· Preparing Salary Statement, Verification &Approvals related to Accounts.
· Brief Knowledge about Material Management System.
· Purchase Enquiry for Material Requirement & Procurement from various Suppliers.
· Collecting Quotations against Enquiry from Suppliers
· Preparing Comparison Statement with least 3Suppleirs along with the Brand and 
Quality as well as Quantity.
· Preparing Letter of Purchase Orders to the Suppliers (LPO).
·  Daily follow up with Sites regarding work Progress and Site Requirement.
· Co-ordinating with the Suppliers.
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