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OBJECTIVE
To seek a position in Administration/ Sales& Purchase / Logistics to excel in a professional field with an organization, which cares for Integrity, Energy and Edge.
PROFILE
· 2.5 years of experience with a multi national company in sales co-ordination, purchase, logistic &inventory management, administration management 
· 3.5 year experience with Import & Re-export Company in UAE in Office Administration /Purchase Assistance & Secretarial duties. 
· 1 year experience with a multinational education and medical group in India in Marketing, media planning and Administration & insurance coordination 
· Proficient in ERP System, MS office and Internet Applications 
· Professionally qualified with a Bachelor of Business Administration (BBA) & Post Graduate Diploma in Marketing (PGDM). 
· Have excellent computer skills. 
· Possess excellent communication & interpersonal skills. 
· Highly motivated and skilled potential professional with a proven track record of successes. 
· Quick Learner, cooperative and coordinating approach and well versed with international work environment. 
· A clear concise communicator with ability to motivate and encourage. 
· Ability to learn and adapt to new environments and technologies. 
· Professional in appearance and presentation. 
EMPLOYMENT HISTORY
Ateis Middle East FZCO, Dubai, United Arab Emirates
Ast Manager-Administration, Procurement, Logistics & Inventory and Sales Coordination (Feb 2012 – Till Date)
· Sales: Handling sales coordination for all middle east, India and Singapore region; includes order acknowledgement and follow up, Intimating customer regarding the materials availability, Invoicing, shipping documents preparation, materials delivery co-ordination with customer 
· Purchase: Supplier Negotiation, Order processing as per requirement, follow up with factory, delivery schedule management, shipment co-ordination, receiving materials in ERP system and allocating the materials as per prior orders 
· Logistics: Inbound & Outbound deliveries; Forwarder quotes finalisation for inbound and outbound shipments, Vendor forwarder co-ordination and customs clearance 
1
· Administration: Payment follow up with customer, letter of credit opening/application, L/C documentation for bank for accounts receivables, Bill of Exchange documents preparation, stationery management, vacation schedule and leave management, attendance recording, travel arrangements and hotel booking, warehouse manpower co-ordination and general office coordination. 
· Factory Co-ordination: Raw materials management, production requests as per customer requirement, inventory management. 
· Weekly and Monthly MIS reports to management and all business heads 
· SASO certification coordination, Certificate of Origin coordination/ legal documents coordination for shipment clearance. 
· Medical insurance coordination for all the employees with insurance company. 
· Warehouse stock taking co-ordination periodically. 
· Documents controlling 
· Technical training scheduling as per Technical Leaders request, Training certificate issuance 
· Co-ordination with all team members for smooth operation. 
Al Shamali Group, Dubai, United Arab Emirates
Admin/ Purchase Assistant & Secretary to MD (2010 Nov – Feb 2012)
· Assist Purchase Manager by reviewing the quotations/ comparing the quotations, tracking the purchasing activity. 
· Assisting in administrative activities. 
· Selling price updating in the system. 
· Coordinating with suppliers, preparing quotes, prices, purchases, follow ups etc 
· Following up with customers through emails and in coordination with Credit Controller and salesmen for realising the sales proceeds on time. 
· Updating the Customer Profiles in the system. 
· Attending to all mails correspondences with respect to MD. 
· Document Controlling by maintaining all sorts of procurement files up to date and in order with respect to MD. 
· Preparing an action plan based on MD’s directions for his day to day programmes and reminders. 
DOCIB Healthcare Management, Dubai, United Arab Emirates
Admin & Insurance Coordinator (Jan 2008 – Sep 2010)
· Assisting in administrative activities 
· Medical Insurance Co ordination 
· Front Office Management and Customer Care 
· Coordinating with suppliers, preparing quotes, prices, purchases, follow ups etc 
· Inventory control; Cash management 
· Preparation of daily/ monthly MIS reports 
· Assessing and processing of medical insurance claims – outpatient, inpatient 
· Training of new staffs 
· Maintain an effective medium of communication and close collaboration among the workers in the organization; Handle word processing, composing correspondence, dealing with telephone and email enquiries. 
· Keep diaries, arranging meetings / appointments and organize travel for staff; Arrange accommodation & conference facilities. 
· Liaise with staff in other departments and with external contacts; 
· Order and maintain stationery and equipment supplies; 
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· Organize and store paperwork, documents and computer-based information. 
· Coordinate in recruiting, training and supervising junior staff, and delegating work as required; 
· Ensure the maintenance of a working environment that yields productivity and furnishes essential office supplies. Oversee planning, organizing and managing of the various activities done within and outside the institution. 
· Serve as the receiver of important mail, documents and ordered items delivered to the organization’s address. Develops and maintains a positive working relationship with various department heads 
· Lead and manage the Administration Team and encourage improvement and development; Oversee the provision of assistance for conferences and meetings as required; Arrange both in-house and external events. 
Manipal Universal Learning Pvt. Ltd., Bangalore, India
Marketing Coordinator & Customer Service Executive (Dec 2006-Dec 2007)
· Responsible for web technologies and website issues; Time to time promotion, Public Relations; Event management 
· Dealing with advertisements and media planning; Dealing with different kinds of customers and satisfying their business needs 
· Market research & business analysis; Collecting comprehensive knowledge of the target market, Providing innovative ideas to capture the target market 
· Provide administrative support to staff, managers & MD; Directly report to the Management & coordinate with all departments; Assist the Chief Accountant in preparing time sheets, salary sheets & administer payroll, Receive, prepare and record invoices and payments. 
· Handle recoveries and follow ups, Screen telephone and personal callers. 
· Make and record appointments, File correspondence and other records, Receive and process incoming and outgoing mails & correspondence; Do business correspondence on behalf of the organization. 
· Prepare agendas / programs for meetings; Attend and take minutes of meetings both in the office & other locations; Organize business itineraries travel arrangements & hotel bookings; Organize conferences, meetings and social functions. 
· Coordinate in purchasing office supplies. 
ACADEMIC / PROFESSIONAL QUALIFICATIONS
· Bachelor of Business Administration (BBA), University Institute of Technology, Kerala, India 
· Post Graduate Diploma in Marketing (PGDM), Indian Centre for International Business, Pune, India. 
· Masters Diploma in Computer Application (MDCA), Indian Centre for International Business, Pune, India. 
COMPUTER SKILLS
ERP,MS Office Applications, MS Outlook & Internet Application
PERSONAL DETAILS
Date of Birth:
01.01.1985
Nationality:
Indian
Languages Known:   English, Hindi, Malayalam (Speak, Write, Read)
Marital Status:
Married
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