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 Gulfjobseeker CV No: 1335138 

To interview this candidate call:  971505905010

Supply/Accounts/
Payroll/Customer 

Service.
Areas of Interest
Supply management

Accounting in Tally Erp 9
Payroll

Ms Office

CRM
Seibel

HRIS

Citrix

Customer Service

Personal Data

DOB             : 9th Oct 1983
Religion       : Islam
Sex              : Male
Nationality : Indian

Marital Status: Single
Languages Known: 
English, Hindi &  and Marathi
Hobbies:
Music, travelling, reading. 

	Objective

Intend to build a career in Logistic, Accounting, payroll, customer Service and Finance, wherein I can put my valuable efforts and knowledge to realize my potential. Willing to work as a key player in challenging & creative environment for the growth of the organization and myself.

Professional Experience

· A Dynamic result-oriented professional having valuable experience of over 7 years in Mumbai (India) who is forward thinking, team-oriented, proactive and well organized with a track record that demonstrates hard work, sincerity and commitment to achieve corporate goals.  A brief of professional experience is as under

Qualification 

· Bachelor of Commerce from University of Madras
· Ms Office, Word, PowerPoint, Tally ERP 9, PeopleSoft.
Job Profile 
Sterling Infosystems  (Sep 2013 to Dec 2014)
It’s a Ltd Company providing verification and medical service to a number of clients in US, the company practices true customer-focus service through its quality service. Company also manages the shipment of all the products required for drug testing.
Job Responsibilities( Supply Management executive
· Manage the operations of Supplies

· Ensured correct allocation of resources to meet delivery schedules.

· Create a recording and reporting system.

· Handling queries and enquiries from clients about the payment

· Transportation arranging shipments.

· Shipment tracking and updating the customer on timely basis.

· Check reminder letters for 100% accuracy and appropriateness before sending

· Reconciliation of bill on a monthly basis 
· Main point of contact between the client, dealers and courier.
· Following the entire return procedure, billing etc.
· Provides client with quality and cost effective services.
Mitkar builders, Shree Stones (Aug 2013- Jan 2015)
Job Responsibilities( Accounts Assistant)
· Responsible for preparing records of financial information.

· Preparation of Profit and Loss Statement, Balance Sheet and the year-end financial reports.

· Performed general office duties and administrative tasks.

· Maintain General Ledgers.

· Preparing Invoices and follow up to client for Payment received.
Aon Hewitt (Jul 2011-Aug 2013)
Job Responsibilities( Payroll executive

· Arranging the payment of staff’s salary through computerized payroll system.
· Balances the payroll accounts by resolving payroll discrepancies.
· Processing Deductions, Termination, Medical Benefits, disability and Maternity leaves.

· Compute payroll adjustments, calculation of time cards
· Provides payroll information by answering questions and requests.
Gtl Ltd, Respondez,Intelenet (Oct 2005-Feb 2011)
Job Responsibilities( Customer Service

· Handling Inbound calls related to customer service and Sales

· Assisting and training new employees.
Technical Skills 

· Ability to create long standing and strong relationship with existing customer Agents, Clients and Dealers.

· Good software experience in all modules of MS Office, Tally Tally Erp 9.
Declaration          

I hope I have expressed myself in clear & convincing perspective. Looking forward for a fruitful discussion & thanking you in anticipation.
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