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Summary:

· Procurement Management, Inventory Management,
· Customer Order Management, Vendor/Suppliers Management,
· Shipping & Logistics, Demand Planning, Import & Exports,
· Cost Reduction, Enterprises Resources Planning, Letter of Credit
· Distribution Management, Sales Services, Customer Services.
Objective:
· To seek a Good Position that offers both challenge & a good opportunity for growth, that develop my skills & gain more experience in dealing & working with different people in a challenging & stimulating organization that offers intellectual as well as financial gratification.
· I’m highly self motivated & dedicated person & also have the ability to perform in high pressure environment with minimum supervision. I have learned excellent time management skills & know how exactly to prioritize my work.
Academic Qualification:

· Bachelor of Mathematics University of Calicut -2002
· Board of V.H.S.E(D.P.C.O)
· Secondary School Leaving Certificate

Professional Courses:
· Certified International Supply Chain Professional (CISCP)
IPSCMI (USA) By Blue Ocean Academy, Dubai, U.A.E.

· Certificate course in Data processing & console operation (DPCO)

· Certificate course in DCA

· Certificate course in MS-Office, Accounting package Tally

· Passed Diploma in Hardware & Photoshop

Work Experience:

STABLE MARINE MIDDLE EAST-LLC-Dubai 

Profile –Purchasing & Office Administrator 
7th Jan 2013 till Present 

· Generating Daily Invoices and Quotations
· Accounting for Invoices

· Payment Re-Scheduling & Follow up from Customers

· Responding to Customer’s E-mails, Calls, Inquiries

· Daily Cash Flow Handling and Statements

· Making Monthly Statements for Customer & Suppliers

· Creates purchase orders for the acquisition of materials.

· Researches, interviews, and negotiates with suppliers to obtain prices and specifications.

· Provides routine administrative support.

· Contacting vendors or using catalogs to conduct pricing comparisons for materials.
· Performing record keeping, follow-up and reporting activities on organizational purchases.

· Performing record keeping, follow-up and reporting activities on organizational purchases.
Administrative Portfolio
· Perform administrative, secretarial and clerical duties in support of staff:
·  Answer telephones, route and screen callers, take messages, assist in answering questions and providing information about as appropriate 
· Distribute incoming and manage outgoing correspondence and other materials
·  Assist in preparing reports, type documents from written copy and/or dictation 
· Prepare written correspondence, respond to email and telephone inquiries as appropriate and according to instructional/departmental guidelines
·  Schedule/coordinate meetings and programs, and manage calendars
·  Attend meetings and prepare meeting minutes as required 
· Copy and collate documents as requested by staff 
·  Order/maintain office supplies 
·  Initiate required purchasing requisitions as directed, process and track invoices, prepare staff expense reports, maintain documents to support budget process 
·  Establish and maintain department-wide and individual filing systems 
·  Identify and implement processes to improve departmental efficiency 
· Perform various computer systems functions, including developing and updating spreadsheets, assisting in the creation and maintenance of databases, and word processing and creation/editing of presentations and reports. 

DRYDOCKS WORLD, DUBAI, UAE
Profile –Account Assistance  

21st oct.2007 till 31st Dec.2012
· All Accounting works.
· Maintaining daybook, voucher book & payroll.

· Communicating clearly & effectively with the accounts team.

· Monthly management accounts preparation.

· Petty Cash Handling and preparing Petty Cash Statement.

· Handling Accounts Payables & Receivables.

· Maintain Bank Accounts and Records properly.
· Checking time sheet and making payment to the employees accordingly.
· Calculating and recording sickness payments and processing time sheets.

· Ensuring all permanent staff and supply staff are paid on time.

· Maintaining accurate records of sick  and parental leave.

· Sickness / absence monitoring & reduction.

· Arranging the payment of staff salaries through the computerized payroll system

· Completion and submission of payroll year end.

· Handling Internal Audit and Maintain Records for Audit purpose.

· Providing training and support to new employees and more junior members of the team.

· Attach new employees to the computerized pay system.

· Carrying out salary reviews.
· Undertaking calculations relating to payroll queries, overpayment recalls.

· Salary entry & reconciliation.
· Maintaining receipt vouchers, payment vouchers, bank slips like cheque deposit slip, cash deposit slip manually.

· System Data Entry of credit sale invoices, purchase invoices, receipt vouchers, payment vouchers, and job card for labors mentioning overtime, basic salary, loans & advances and forward to head office with authorized approvals.

· Supervising and assigning day to day duties and orders to labors.

· Maintaining personnel files of above 450 employees.

· Looking after employees Medical, Passport and Visa etc.

· Providing Human Resources Services.
· Assisting in the administration of the company.

B.Ed TRAINING COLLEGE, ALATHUR, KERALA   
Clerk cum Assistant 



 2nd June 2004 to 17th Oct 2007
· Students fee collection, teachers salary payment, 

· University paper clearance, Maintaining account book and        

· fee receipt
IT Skills:
· MS Word, MS Power Point, MS Excel, MS Outlook, In Page, Window Installation, Adobe Photo Shop, Internet and Accounting Soft Ware.
Organizational Skills:

· Possessed inter personal skills & effective use of my communication

· Energetic & able to multi-task

· Friendly & well Mannered

· Enhanced my knowledge into Practical Work.

· Ability to grasp thing faster.
· Have a high sense of responsibility & believe in “It Pays to work Hard”

Languages:  English, Hindi, Malayalam & Tamil (Read, Write & Speak)
Personal Information:

Nationality





: Indian

Date of Birth




: 14-03-1981

Sex





: Male

Marital Status




: Married

Height & Weight




: 5’9”, 71 KG

Visa Status




: Ready to relocate 
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