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COMMERCIAL & ADMINISTRATION MANAGEMENT PROFESSIONAL
· An astute professional with 3+ years experience in Administration, Business Development, Client Servicing and Operations. Presently working with AlMansoori Specialized Engineering Abu Dhabi as Corporate 
Administrator. 
· Keen strategist, adept at creating innovative strategies and formulating administrative policies with exposure across Administration, Relationship Management, Personnel Management, Resource Management, and 
General Management 
· Expertise in Administration and HR Management, Personnel Administration and Liaison/Coordination. 
Proven ability in conceptualizing and implementing sales promotional strategies as a part of brand building and market development effort 
· Proficient in handling the entire gamut of business operations and accountable for increasing profitability and achieving business objectives. Demonstrated ability in exploring new avenues for market expansion, revenue generation and profit maximization. 
· Excellent communicator with strong analytical skills, exploring challenging managerial opportunities in Operations/ Client Servicing / Business Development. 
· Precise knowledge of ERP Software application in regard to models relating Sales, Marketing, Enquiry & Delivery. 
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Core Competencies
Commercial & Administration Management—Negotiator—Co-ordinator—Purchase Management—Business
Strategy – Team Management – MIS Reporting
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PROFESSIONAL EXPERIENCE
ALMANSOORI SPECIALIZED ENGINEERING, ABU DHABI, UAE.
Since Dec 2012
Corporate Administrator (Commercial and Admin)
· Preparation of LPO's after carrying out quotation analysis and negotiating with suppliers. 
· Playing major role in purchase of corporate requirements. 
· Preparation of delivery order and payment to suppliers on timely basis. 
· Maintaining good business relations with Corporate suppliers like hotel, aviation and transport industry. 
· Preparation of monthly report on Corporate purchase. 
· Initiating Corporate deals with airline companies such as Emirates, Qatar Airways, Gulf Air, Etihad Airways, etc. 
· Centralize management of courier services to entire group for finalization of deals. 
· Centralize system of hotel and ticket booking. 
· Centralize co-ordination with other divisions of the group (21 divisions from 11 countries) 
· Organizing and managing events in the company. 
OKAY FERN PRECISION CASTING PVT LTD, NASHIK, INDIA.
Sept 2011-Nov 2012
Deputy Manager (Commercial & Sales)
· Looking for suitable inquiries Facilitating Company needs. 
· Preparation of quotation and sending the same to clients within time span of 4 hours. 
· Negotiating with the clients. 
· Accepting the Purchase order and verifying same with our quote. 
· Communicating same to production dept according to needs and requirement of customer. 
· Finally preparation of Sales Invoice and dispatching the goods to the customer arranging the transport facility with mutual consent of both. 
ARTES MIDDLE EAST, DUBAI, UAE -A LEADING EVENT PRODUCTION CO
June 2010 – July 2011
HR, Admin and Accounts Executive
· Recruitment of new employees, i.e., advertising, receiving CV, short listing of the ideal candidate and selection of the best and suitable person for the job. 
· Maintained and prepared of payroll of all the employees, renewal and maintaining of Insurance and updated the renewals of visa and labour card. 
· Responsible for the maintenance of leave records and booking of tickets. 
· Upgraded the grades of employees on the basis of performance appraisal, Prepared and delivered the invoice, payments follow up and maintenance of petty cash. 

ACADEMIC CREDENTIALS
Master of Business Administration (M.B.A) 2010
Aloysius Institute of Management and Information Technology (AIMIT) Mangalore, Affiliated to Mangalore University (Autonomous), 63.37%
Bachelor of Commerce (B.Com) 2008
St. Aloysius College, Mangalore, Affiliated to Mangalore University, 61%
P.U.C (Commerce) 2005
Milagres P.U. College, Mangalore, Karnataka Pre- University Board, 78.5%
SSLC 2003
Milagres P.U. College, Mangalore, 66.16%
Certification
· Completed a certified Investment Management Course from Aloysius Institute of Management and Information Technology 
Summer Internships
· 3 months Internship with TATA AIG, Mangalore on “Customer Satisfaction regarding traditional products of TATA AIG”. A study on the satisfaction level of TATA AIG customers with the products compared to other life insurance company products 
Projects Undertaken
· 1 month group project on Rural exposure camp to Mundgod . Visited Loyola Vikasa Kendra (LVK), a leading NGO in Mundgod and Hanagal Talukas of Uttara Kannada and Haveri Districts that works for the integral development of these people. Interacted with the villagers by distributing questionnaires to find their yearly income, their source of income, their standard of living and their involvement in self help groups . 
Computer Proficiency
· MS-word, MS-excel, PowerPoint, Tally 9.0, SPSS, Peachtree, DAC easy. 
· Working knowledge and proficiency in ERP System. 
· Working knowledge in I-Scala and CLA System. 

Extra curricular Accolades:
Member of the Gavel Club affiliated to Toastmaster’s International. Completed 10 speeches.
Date of Birth: 15th December1987
Languages: Fluent in written and spoken English, Hindi, Kannada, Konkani and Tulu.
References: Available on Request
