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CARRER OBJECTIVE

To join an esteemed organization at a mutually satisfactory position thus providing me opportunities to utilize my past experience, professional, qualification and skills.

___________________________________________________________________________

                                                 PROFESSIONAL EXPERIENCE

REDTAG RETAIL GLOBAL LLC.                            (MAY 2012-JUNE 2014)

CASH SUPERVISOR/SALES & STOCK CONTROL:
KEY  DUTIES:
1. Cash and Safe Maintenance. 
· Ensures that all the expenses are recorded in sequence according to petty cash voucher number.
· Maintains the petty cash voucher file in a methodical manner in order for easy reference checking.
· Managing cash and payment systems in accordance with company procedures and policies.

· Occasionally being responsible for the stores security including being its key holder. 

· Processing returns and refunds as required in line with company procedures.  
· Making exchanges of goods/merchandise return by customer and reconcile all those goods/merchandise at the end of day by cross check in the POS machine.
· Ensures that all expenses have supporting documents, which is attached to the voucher.
· Ensures that the correct approval process has been followed in accordance with company policy.
· Keeps the Cash register up-to-date on a daily basis for any petty cash recordings for the day.
· Ensures that all petty cash claims are sent to Head Office once every 2 weeks.
· Ensures that all coins and bills are neat and organized inside the safe at all times.
2. Sales and Customer service:
· Supporting the store team and manager to increase revenue streams and profit targets.
· Providing a friendly and helpful service to customers.
· Handling customer complaints in a calm manner.
· Maintaining high standards of presentation and cleanliness across the store.
· Making sure that any item which is removed from a display column is replaced 
        immediately after a sale.  
· Making sure baskets are available for customers to use.

· Convincing and giving awareness of the product to the customer.

· Carrying out stock replenishment.
· Ensures if any merchandise touching the floor.
· Ensures all the merchandise is displayed as per Theme.
3. Stock Control & Administration

· In absence of Inventory receiver I scanned and unload all stock received from warehouse by scanner with the help of staffs.
· After unloading the stock, then cross check distribution order receipt with system by putting respective barcodes in application named Citrix. 
· In case of any variance in the stock received need to send a mail to Inventory controller.

· After scanning is done I use to distribute the stock as per department.

· Maintain all registers ( Customer returns, Daily banking, Surprise cash count, 
safe and petty cash, Lost and Found, CCTV, )
· Handles all the maintenance issues of the shop.
· Analyzing Branch Daily Sales Report and sending the same to Head Office.
· Manage the internal and external mail functions.
· Completes banking on time and accurately according to company’s cash management policy.
3.
Staff Management 
· Plans days off, annual leave etc. in conjunction with Branch Manager.

· Communicates any new or changes in Policies & Procedures, as well as any information from Head Office.

· Conducts regular team building and motivational talks with the terminal staff.

· Ensures that staff is trained and competent to operate a terminal.

· Ensures that staff is trained on Customer Care and Selling Skills (Guest).

IBM DAKSH( BUSINESS PROCESS OUTPUT).       (MARCH 2008-JUNE 2011)

SR. EXECUTIVE OPERATION:

KEY  DUTIES:

1. Maintaining General A/C Records
· Daily Rectifying of Entries
· Monthly Reconciliation of Suspense A/c & Bank A/c
· Creation of work items in Adams to clean pending entries in various A/cs.
· Researching for Outstanding items in various available system.
2. 
Prepare Financial Statement.
· Preparing Bank reconciliation statement for client.

· Specific disbursement & repository Bank A/c.

· Preparing various Ancillary statements to support down reconciliation.
3. 
Handling daily activity.
· Interface posting

· Cash Turn in Ticket processing

· Cash Receipt processing

· General entries processing.
MOMIN AND ASSOCIATES .     

 

 (JAN 2006-MAR 2008)

ACCOUNTANT:

KEY  DUTIES:

Account.

· Accounts writing work up to finalizations, data entry, day to day accounting entries, Preparing Bank Reconciliation Statement.
· Return Filling of all Taxes (Income Tax, Sales Tax (VAT) Service Tax etc.

EDUCATIONAL QUALIFICATION:-

· HSC ( 12th ).
PERSONAL DETAILS:-

DATE OF BIRTH: - 16th July 1980
LANGUAGE KNOWN: - English, Hindi, Marathi
MARITAL STATUS: - Married 
