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curriculum vitae

	 Objective
To be vibrant professional, working in a challenging environment that would enable me to enhance and utilize my skills, abilities and experiences and professionally competent and responsive for a challenging position that will provide exposure to the company.

Career Synopsis

Ability to under pressure in fast paced, time sensitive environment


Detail oriented and resourceful in completion of task required and learn new concepts

Proven record of Reliability and Responsibility


	Professional Experience

	Modern Electronics Iraq (MEI) - Sony (Al Faisaliah Group) Kurdistan, Iraq (Dec 2013/ Dec 2014)
Designation : Administrator
Duties and Responsibilities
· Support Sales, finance, marketing departments regarding of inquiry sales calls to reach the targeted sales goal, delivery, Book the sales orders, purchase orders, transfers, shipment, assist Directors in assessment of updating reports include sales, salesman Target, marketing korogashi, sales profit, Aging, daily stock, update sales budget forecast, Dealers collections and dues, dealers clearance, Create documentation of sales related files of dealers. System used SAP SD, SAP FI and SAP MM and  MS Applications

	 Ecolog International  in Kabul, Afghanistan (Nov  2012 to April 2013) as a Material Control Specialist II
Responsibility
· Receive Purchase Requests, review of the Data sheet and material take off (MTO) prepared by the receiving department and checks technical integrity, preparation of the Request for Prices (RFP). Prepare list of suppliers, Issue enquiries, attend pre-bid clarifications, and submit material approval to the Project Manager for review and transmittal to client for approval. Prepare purchase orders, in the SAP/system in accordance with RFP and clarification meetings. Establish and maintain procedures for verification, handling, packing, transport of purchased materials, ensure Quality related items and requirements from Vendors are addressed.

Approve and review materials in stores and defines minimum stock requirements, establish and implement systematic procedures for procurement, material management taking into consideration the corporate policy, QA/QC and HSE systems.


	Prime Project International, Bagram, Afghanistan (Oct 2010 / Oct 2011)  as an Administrative Specialists II

Responsibility

· Prepare correspondence, reports, presentations, agendas, minutes, etc. Maintain files, email, and calendars for the supervisor team. Receive, screens and directs incoming calls, visitors and mail, responsible for arranging business travel, coordinating meeting arrangements, catering, and tracking expenses. Additional projects and tasks as assigned by hiring manager required to provide assistance in multiple areas as needed. Required to travel for training, meetings, and assist at other sites.

	Guru Chit Fund, Kerala, India – Oct 2011-Oct 2012
Designation : Accountant
Responsibility
· Invoicing and check requests; matching invoices to check requests. Assist in the payment of invoices, review check requests and assist in the processing of accounts payable checks, monitor accounts to ensure payments are up to date, Bank deposit, employee payments, reimbursements
 Spectrum Industries Ltd, Mangalore, India- April, 2002 To 2005
Designation : Administrator     
Responsibility.

· Compile daily, weekly, and monthly stock/sales reports to be sent to all relevant personnel in a timely manner.
Invoicing of customer Purchase Orders and internal sales orders, in addition to maintaining customer Back Order files. Maintaining Customer Services log with any customer queries (shortages/damages/recalls/etc) and issuing appropriate Credit notes. Upkeep maintenance of customer and supplier regulatory files, ensuring all appropriate licences are held and are up to date. Generate Purchase Orders for incoming stock on internal system, and booking in stock on arrival.  Input and maintenance of incoming stocks and outgoing stock releases. Prioritise the labelling of products in line with sales requirements or individual specifications, and send job bags to production. Arrange national and international courier collections and deliveries. Liaise with other departments, notably Sales, Finance, Production and the Warehouse.

	  Dissertation Work:
 “The study of Loans disbursed and Deposit Mobilized by Syndicate Bank”.
Computer Skill
SAP, Tally 9.3/ 7.2 with ERP, FEDLOG, SARSS,GRN,R4, FGG Maximo, MatMan 6.1, Citrixxen Application, IBM Lotus Notes, 
Outlook, MS- Office Applications
 Induction 
Laqsh  Job fair for Information Technology and Soft Skill
Administration, DCA, Material Control, Accountant
Academia
     Dates of study
            Subject

University /College
Computer Course
June 1990 To October 1999
SSLC

Guardian Angel’s High School, Madanthyar
Diploma in Computer Application From Manipal Institute of Computer 
Education 04-04-2006

5-06-2000 To 02-04-2002

Commerce
S.H. P.U. Madanthyar
25-7-2005 To 20-6-2008

B.Com

S.H.C. Madanthyar

15-8-2008 To 10-04-2010

MBA ( Finance)

B.D.U. Thiruchirapalli

Profession:  Administrative Specialists II, Material control specialists II, Accountant.
Certification :Appreciation from MEI, PPI, Ecolog International, Spectrum Industries and Guru Chit Funds
Certificate of appreciation from College for Sports, Games and Cultural Activities including National Service 
Scheme, Guinness World Record for Konkani Marathon Singing and Inter-Collegiate Tournaments in Kabbadi.
Personal details
Date of Birth
12-12-1983
Languages Known  English/Hindi/Konkani/Kannada
Marital Status

Single

Hobbies                     Hearing Music, Games and Travel
Religion

Roman Catholic

Nationality                 Indian
Area of Interest        
Administration and Management
Blood Group : o+
Declaration: 
I hereby declare that all details furnished above are true to the best of my knowledge and skill.




