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JOB OBJECTIVE 
 SENIOR LEVEL ASSIGNMENTS 
Accounts & Office Administration


-Scaling new heights of success with hard work & dedication and leaving a mark of excellence on each step

	Skill Set
 Accounts 
 General Administration 
 Inventory Management 
 Asset Management 
 Transport Management 
 Logistic Operations 
 Warehouse Management 

	PROFILE SUMMARY
· A competent professional with over 21 years of experience in Accounts and Office Administration
· Experience in purchasing, disposal, using, keeping and managing assets should be aware of, and fully understand, their responsibilities in the control and management of assets

· Demonstrated excellence in devising & implementing various innovative processes / procedures; skills in creating vision for objective and translating ideas into clear & actionable business requirements & recommendations

· Competent in evaluating quotations submitted by Vendors, conducting negotiations and finalizing purchase orders for ensuring cost effective Supply of Quality Materials

· Consistent success in maximizing corporate performance, driving growth, generating revenues, capturing market share and enhancing the value in markets

· Distinction of being trained in Oracle EBS R12 FA, EAM, PO and Inventory Module
· Consistent success in maximizing corporate performance, driving growth, generating revenues, capturing market share and enhancing the value in markets

· Proficiency in managing financial accounting, receivables & payables management, preparing ledger books, bank reconciliation statements and finalization of accounts

· Effective leader with excellent motivational skills to sustain growth momentum while motivating peak individual performances


Leadership: 
Driving the organizational mission through employees & supports motivation of employees in organization

Management: 
Overseeing operations of the organization, implementing plans, managing human & physical resources
AREAS OF EXPERTISE

· Conducting 3rd party audits & inspection for receipt & clarification of incoming materials in the store to ensure their perpetual physical stock verification & reconcile the same against the book stock of verified items

· Supervising warehouse operations and ensuring adherence to KPIs agreed with store vendors; changing the logistics process of the store to accommodate a smooth flow of cargo to maximise loads, increase output & net profits

· Maintaining minimum inventory system for consumables & spares parts; generating all related MIS documents / reports on self-life / slow moving / capital equipment materials, after updating all indents 

· Overseeing the processes related to yield improvement & achievement in the store and maintaining stock level through rejecting materials found non-conforming to identify a course of action for disposition of disclosed ones 

· Monitoring the performance of suppliers and ensuring strict adherence & compliance with pre-set schedule; handling price negotiation & finalization of all bought-out items, raw materials & other commodities

· Negotiating with vendors to procure essential materials at reasonable price, quality, delivery & increased volume

· Developing & implementing key procurement strategies; ensuring that plans are aligned with all contractual & statutory requirements, holding techno-commercial discussion with buyers, finalising the order of products and overseeing commercial operations as per Annual Maintenance Contract

· Ensuring purchase schedules against the purchase plan for timely procurement of various items, raw materials, capital equipment & engineering spares to ensure smooth operations 

ORGANIZATIONAL EXPERIENCE
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Since March 2006: Arabtec Construction LLC, Dubai (UAE) as Senior Administration Officer
Key Result Areas:
· Following the fixed asset control policy in accordance with Arabtec Holding fixed asset management guidelines
· Updating, verifying, allocating and maintaining the history of 3500 plant, machinery and vehicles
· Calculating the depreciation against each asset & providing to the Accounts dept. for recording and conducting periodic physical inventory counts for fixed assets
· Compiling the 3rd party PMV hire rates for the hire rates analysis and procurement of assets
· Preparing monthly:

· PMV utilization report to be submitted to the Planning Dept. H.O
· Hire charges report and cost comparison report for PMV and matching assets received with purchase requisition, purchase order and store delivery advice
· Providing the updated list of PMV’s to Accounts Team at the year-end for their review and confirmation
· Reviewing and updating the detailed schedule of fixed assets and accumulated depreciation
· Preparation of insurance policy for Motor, Comprehensive Plant & Machineries 

· Maintaining & updating insurance advice for newly purchased PMV as well as preparing accident claims
· Verification of current market value for vehicles & equipment prior to the finalization of policy renewal 
· Preparing invoice/Debit Note/Discharge Receipt to insurance co. for the claim settlement 

· Supporting the Talent Manager in the administration process for recruitment and selection
· Monitoring Transport Division for their day to day activities

· Coordinating with transporter and the representative at loading location as per the shipment schedule

· Preparation of Shipment Advice and Dispatch Advice and to forward all the concerned parties.

· Tracking and monitoring of the shipment from the date of loading till off-loading at final destination.

· Coordination with the concerned personnel at the border and final destination.

· Preparation of relevant reports and maintaining records.

· Advise Plant Purchase Dept. to process the LPO against the shipment

· Coordinating with 3rd Party certifying agencies for the inspection and certification whenever necessary for exporting

· Receiving, verifying and processing of invoices related to the shipment 

· Coordinating with PRO-Traffic for the export documents of PMV 
· Allocation of Office Clerks, Office boys and security guards to different departments and divisions according to the requirement.

· Monitoring and controlling office stationery purchase and distribution
February 2003–November 2005: Suedrohrbau Saudi Arabia Ltd., Dammam (Saudi Arabia) as Accountant
Key Result Areas:
· Administered payment processing for suppliers on the basis of due date
· Managed reconciliation of sub-contractors and suppliers accounts
· Prepared the summary of pre-paid expenses and quarterly statement of supplier liabilities
· Tracked local, overseas purchase requisition and shipping documents
· Preparing invoices and documents, bid submission for Saudi Aramco, SABIC & other Govt. clients
· Forecasted the daily liquidity statement
· Arranged clearing agent to clear the consignment from port and coordinated with store keepers for delivery of material
May 2000–January 2003: PAN Arabian Co. Ltd., Al Khobar (Saudi Arabia) as Accounts Assistant
Key Result Areas:

· Verified and recorded invoices as well as responsible for payment collection and cheque preparation for suppliers
· Prepared statement for day-to-day expenses regarding purchase and repaired office equipment and stationery supplies
· Managed reconciliation of sub-contractors and suppliers accounts and developed bank reconciliation statement
· Assisted accountant in payroll as well as prepared invoices, payment vouchers, credit note and payment follow up etc.
· Handled volume of petty cash to meet day-to-day expenses/activities
PREVIOUS EXPERIENCE

April 1997–April 2000: Abdul Latif Alissa Co. Ltd., Al Khobar (Saudi Arabia) as Sales Coordinator

August 1994–March 1997: St. John’s Medical College and Hospital, Bangalore as Lower Division Clerk

EDUCATION
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· BA (Economics) from Calicut University, Kerala in 1994 
· BBA from Sikkim Manipal University, Karnataka in 2015
Other Courses:
· Diploma in Data Base Management System from Christ College,  Bangalore
· Oracle EBS R12 FA, EAM, PO, AR and Inventory Module at Arabtec Construction LLC with Nalsoft/CSC-2012
IT SKILLS
Operating System:


Windows 98 / 2000 / Windows XP, Windows 7, Windows 8

Application:


MS Office, MS Outlook, MS Access, Email (Microsoft Exchange), Adobe Photoshop & Acrobat

Browser:



Internet Explorer / Google Chrome

Software/ERP:


Oracle EBS R12 & Omega +
PERSONAL DETAILS

Date of Birth:


3rd February 1974

Languages Known:


English, Hindi, Malayalam, Tamil and Kannada[image: image1.png]



