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NAME:    TINU  

E-MAIL:  tinu.209376@2freemail.com 
I am a conscientious and hardworking individual with good communication skills and ability to adapt and blend in today's network intensive and cross functional organizations. I hold a post graduate degree in management specialized in finance.

Objective

To strive for excellence in the field of finance, operations, marketing and human resource management with dedication, focus, positive attitude and passion. And to utilize my knowledge and skill in the best possible way for the fulfillment of organizational goals

Academic Qualifications

11 August 2010 - 3 August 2011:  MBA in finance from School Of Business And Law, London under affiliation from University of Gloucestershire.

24 April 2008 - 21 July 2010:  BA in business studies from London School Of Commerce, London under affiliation from University for Wales Cardiff.

May 2000 - March 2002:  Higher Secondary Certification from SCS Higher Secondary School, Thiruvalla under affiliation from Kerala Board of Education.

June 1999 - March 2000:  Secondary Certification from St Thomas Higher Secondary School under affiliation from Kerala Board of Education.

Work Experience

1) Company: Zahid Tractor & Heavy Machinery Co. Ltd. KSA
Period of work: April 2016 - Current
Profile: Administrative Secretary
Telephone/ Fax: 00966 165327467/ 00966 165331509
Responsibilities:
· Providing Branch Manager up-to-date records and information’s regarding Branch activities on sales and administration in accordance of budget.

· Responsible for preparing all statistical reports of Sales Department, preparing Quarterly Objectives / Achievement reports and Internal audit reports.

· Preparing Sales Invoices, coding & distribution, IGR’s, PDI requests, Commissioning requests as and when required. 

· Preparing confidential memos, letters, statements, customer quotes for Parts, Sales & Service.) 

· Maintaining and updating records of all employees’ personal files and other Company confidential files and following up any action needed.

· Expedite internally with various departments for all staff on PD&A / F&A requirements (Create HDR, GSA, Leave, Personal loans, Over time, Training schedules etc.)

· Raising local purchase orders for Service job requirements, Building maintenance, stationary, cafeteria and miscellaneous items required for the Branch and arrange purchasing the items.

· Responsible for ensuring Occupational, Health & Safety systems are maintained in compliance with self-insured standards.    

· Responsible for Branch petty cash amount and it’s reimbursement as and when required. Prepare and process all expenditure vouchers for Branch requirements and for the employees.

Beside all above jobs, handling other Department jobs assigned when the concerned   Employees are on leave.

2) Company: Cresco Safe Cochin
    Period of work: March 2015 – March 2016
           Profile: Marketing Coordinator

           Telephone/ fax: 00919946400084

           Responsibilities:

· Developing marketing campaigns to promote company service and ideas

· Targeting, communicating and creating awareness within potential audiences

· Liaising and networking with customers, colleagues and partner organizations

· Managing customer relationships by maintaining and updating customer databases

· Sourcing advertising opportunities and placing adverts

· Managing the production of marketing materials like leaflets, posters and e-newsletters

· Arranging the effective distribution of marketing materials

· Organizing and attending events such as conferences and seminars

· Sourcing and securing sponsorship

· Monitoring competitor activities

· Supporting the manager and colleagues.
       3)  Company: Mulamoottil Constructions Kuttoor

            Period of work: January 2014 - March 2015

            Profile: Financial Supervisor 

            Telephone/ fax: 00914692615485
            Responsibilities:

· Oversee and co-ordinate office administrative procedures and review, evaluate and implement new procedures

· Establish work priorities, delegate work to office, support staff, and ensure deadlines are met and procedures are followed

· Administer policies and procedures related to the release of records in processing requests under government access to information and privacy legislation.

·  Processing, verifying and recording  documents, forms, manuals and correspondence.

· Co-ordinate and plan for office services, such as accommodation, relocations, equipment, supplies, forms, disposal of assets, parking, maintenance and security services

· Conduct analyses and oversee administrative operations related to budgeting, contracting and project planning and management processes

· Assist in preparation of operating budget and maintain inventory and budgetary controls

· Authorizing routine payments, credits, deposits and withdrawals.

· Scheduling company meetings such as governance committees, board of trustees and client meetings.

· Managing company's required supplies and materials by verifying the stock.

· May supervise records management technicians and related staff.

4) Company: ROC UK Limited

            Period of work: November 2009 - December 2013

            Profile:  Sales Advisor
           Telephone/ fax:  00441483861693
           Responsibilities: 
· Assist in maintaining preliminary accounts for the company including accounts payable and receivable.

· Assist in managing the daily sales and shift reports 

· Budgeting and cost control measures

· Placing and expediting orders for supplies and verifying receipt of supplies 

· Ensuring operations of site equipment by completing preventive maintenance requirements

· Managing payrolls and preparing shift rota

· Scheduling monthly safety meetings for the site employees

· Maintaining professional and technical knowledge by providing training for new recruits

· Assist in preparing for annual audits

Professional Strengths/Skills

Managerial skills: Financial management skills especially in cash management and working capital management, operations management, human resource management, networking, negotiation skills and innovative.

Personal skills: Honesty, Punctuality, Hardworking, Quick In learning and adapting to any situations.

Computing skills: Familiar with Windows XP, Vista, Windows 7& 8, Microsoft Office, Excel, MS Power point, Internet and Email.

Achievements And Awards

· Won the 2013 ROCSTAR award for health and safety organized by ROC UK Limited
Personal Interests And Extracurricular Activities

· Travelling, sightseeing, driving, listening music and painting
· An active member of my college football team
Personal Details

Date of birth: 12/03/1985

Gender: Male

Nationality: Indian

Religion: Christian

Marital Status: Single
Language known:  English, Hindi and Malayalam

I hear by declare that the information given above is best of my knowledge

Tinu 


