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	OBJECTIVE:


To attain a leadership position offering opportunities requiring my professional expertise and ability
to interact with the business community on a global scale and achieving targets and overcoming challenges.  

	WORK PROFILE:


      SPEEDY INTERNATIONAL ASSET SERVICES, L.L.C., DUBAI
      From 08th Aug. 2012 to 11th Dec. 2014
      Job Description: Procurement & Stores Coordinator

Roles and Responsibilities:
· Procurement:

· Source and evaluate potential suppliers based on the requirements
· Co-ordinate with the supplier for quotations and service requests
· Comparing and evaluating the offers and the brands

· Getting approval from the Supply Chain Manager
· Preparing of purchase orders on Axapta, after approval
· Interacts with the supplier to ensure timely delivery and constantly follows up on the status of the order

· Procuring of materials (Spare Parts), stationery, consumables and services necessary to support the
work flow on a timely basis
· Arranging Third Party Inspection (Zone II; Zone I) of Equipments and lifting items.

· Mobilization of material for Off-shore Projects – Oil & Gas (ZADCO – North, Central & West Island
and ADMA – North & South)
· Stores:
· Managing the inventory of filters and consumables for services.
· Receiving material as per the material description in P.O.
· Issuing of material to Workshop & Sites as per the Material Request (Approved MR from manager)
· Maintaining report on Stock level of Consignment Stock; P.P.E.; Stationery and Pantry Items. And, reordering once stock is at reorder level.
· Supervising material storage in the warehouse
      AUTHENTIC SOLUTION, Bangalore

From 16th June 2009 to 31st July 2012
Job Description: Senior Quality Analyst

Roles and Responsibilities:

· Managing the reference checking

· Responsible for implementing new strategies of work planning

· Responsible for the quality check of the completed report

· Responsible for handling escalated issues within S.L.A
· Leading the team and taking care of the team performance

· Responsible for monthly meeting review on site

· Responsible for updating all verified detail online or offline as per the client requirement

FIDELITY BUSINESS SERVICES, Bangalore
From 16th March 2006 to 15th October 2008 and 22nd January 2009 to 2nd June 2009
Job Description: Senior Associate

Functional area:  Defined Benefit (Pension Benefit)
Process
  : Pension Calculation and Research & Resolution (GM & Delphi)

Team size
  :  09
Successfully underwent training and certified: Online training from Onshore.

Roles and Responsibilities:

· Research & resolving the queries raised by the participants with a specified Turn Around Time (TAT)
of the company. And, focus on 100% “Quality” and “Production Standards”
· Resolutions are conveyed to the participants on the Xtrac (Internal Application) and make sure that
the participants receive correct resolution.

· Interacting with other departments in resolving the queries raised by the participants

· Handling and checking of resolved transaction processed – Quality Check

· Coordinating with Onshore team and update our team on process specifications and training to new recruits
· Responsible for implementation of quality checkers to optimize production and quality

· Preparation of daily productivity reports

· Modeling of calculation, QDRO Calculation, Recalculations on Dash Board (Internal App)

· Research on Employees (Participants) queries related to:

· Calculation of Pension Benefit; Change in Benefit, Overpayment and Benefit Voided

· Credited Service, Vesting Rules, Plan Rules related to Service & Vesting

· Issues related to Qualified Domestic Relations Order (QDRO), QDRO Calculation

STANDARD CHARTERED BANK, Bur Dubai, DUBAI.

ZTECH I.T. CONSULTANCY - BPO for Standard Chartered Bank, 
From 1st September 2003 to 3rd January 2006.
Job Description: Encoding and Document Processing
Roles and Responsibilities:
A) Import Documentation
· Document segregation and Scanning documents to Trade Hub

· Posting of clean & discrepancy docs. (after Doc. Check N.O.D) and preparation of discrepancy cards

· Document Releasing, Scanning discrepancy accepted documents to Trade Hub

· Processing of discrepancy accepted documents, Settlements or Transfer to Past-Due

· Monitoring maturity profile of acceptant bills

· Follow up with Trade Hub, Checking the transactions processed by Trade Hub
B) Encoding Clearing Checks
· Encoding of Checks (Out-Ward clearing) and Posting of credit Card Checks (E Caps)
· In-Ward and Out-Ward Checks Returns

· Checking Out-Ward & In-Ward Clearing Batches

· Out-Ward Checks Returns Dispatching (Branches: Sharjah, Al-Ain, Abu Dhabi, P.S.B.)
	EDUCATIONAL QUALIFICATIONS:


Highest Education: Bachelor of Business Management (B.B.M.), in year 2002
Name of Institution:  M.P.M. Govt. First Grade Business Management College, Karkala
	 ADDITIONAL  QUALIFICATIONS:


· Participated in Certified Purchasing Professional (American Purchasing Society) training 
(From 27th Dec. 2013 to 14th Feb. 2014) (Training on purchasing – steps, methods, contracts, policies,
ethics, code of conducts, negotiation) at Blue Oceans, Dubai. 
· Certificate in Tally and Peach Tree, Dubai, U. A. E.
· Certificate Course in Computer Software, India.
· Certificate in SWIFT Accountant (E.X. NGN), NIIT,  India
	PROFESSIONAL STRENGTHS:


· A strong, successful, self-driven, goal oriented individual.

· Energetic and enthusiastic, believe in teamwork.
· Professional and approachable

· Responsible, reliable, organized and progressive.
· Skilled, knowledgeable, excellent communicator and solution focused.

· Smart working and quick grasp at learning new things. Optimist and has leadership qualities.
	PERSONAL DETAILS:


Date of
 Birth

:
January 1st 1978

Languages Known
:
English (Fluent), Hindi (Fluent), Urdu (Fluent)

Marital Status

:
Married

