`


Gulfjobseeker.com CV No: 1435332
Mobile +971505905010 / +971504753686 

To get contact details of this candidates

Submit request through Feedback Link

        http://www.gulfjobseeker.com/feedback/submit_fb.php
 Academic /Professional Qualification (In Chronological Order Starting from the latest qualification):

	Name of the Examination passed
	University/Board
	Year of Passing
	Duration of course
	Subject /Area of Specialization
	Division/Percentage of Marks

	MBA Ist year persuing
	ICFAI University
	2013
	2 years
	CFA-Chartered Finance Analyst
	

	LLB
	Utkal University
	2008
	3years
	
	2nd Division

	3 Arts (Economics Honours)
	Utkal University
	2002
	3years
	Economics Honours/Psycology Pass
	2 Division with Distinction

	2 Arts
	Utkal University
	1999
	2years
	English/Political Sc/Economics/Logic/Psycology/Alt.English
	1 st Division

	10 th (St'Joseph Girls High School)
	ICSE,New Delhi
	1997
	
	
	2 nd division


OBJECTIVE

                     To be the part of Economic World and Channelize my Knowledge for Mutually Benefited both first my Work place and Myself.

EXPERIENCE 
Working as Sales Manager for LML Limited( Dealer) from May 2001 to August 2006.
Particulars of Job:  

· Composing Quotations and other Correspondences.

· Screening of E-mails / fax / Voice messages and replying the same 

· Preparing Invoices, Proforma Invoices and Delivery Challans etc. 

· Handling Vehicle Finance Department 

· Generation of Sales Reports and Commission Statements. 

· Working as mediator between Head office and Customers’ or Office staff 

· Handling Customers’ queries.

· Maintaining the Distributors/Dealers’.

· Organizing meetings and fixing appointments. 

· Maintaining Stock Report.

· Updating and maintaining of files
Worked as CSE/MI for HSBC HDPI(credit card department) from September 2006 to May 2012, Vishakapatnam
· Resolving of online Disputes on Credit Card.
· Screening of emails / fax / Voice messages and replying them

· Interaction with US Clients and providing assistance on credit card disputes.
· Handling Clients queries. 

· Organizing meetings and fixing appointment.
· Handling all the junior staff of the Office. 

· Handling and Preparing of MIS report for the department on a Daily, Weekly, Monthly and Yearly Reports

· Maintaining and updating customer’s CCC report on Account.
· Tracking the AML activity on US customer’s Account.

· Getting updated with the latest AML suspicious Activity on customer’s Account.

· Resolving credit card disputes online quickly.
· Meeting the SLA target.

· Meeting the PLA target.

· Maintaining the Quality of the work upto 100%

                       Legal Experience Practicing: May 2012 till December, 2013, Vishakapatnam.
· Scrutinizing of Civil documents in regards to Property paper.

· Preparing of Contracts, Agreements.

· Arbitration 

· Legal Opinion
· Attending Courts

· Case study in Civil disputes and Criminal under (Negotiable Instrument Act)

                        Working as Secretary and Commercial Manager at KVR Group of   

                        Company (Corporate Office):
                        From  October, 2013 till February, 2015.       
· Secretary to Chairman of the Company.

· Handling all the requirements and business Meetings of the Chairman.

· Handling of all the details and information requested by the Chairman in regards to Business Proposal.

· Handling the Legal matters and cases running at court in different States on Business Matters.

· Legal Advice on Company issues and legal matters.

· Import and Export C & F work with documentations.

· Handling and Preparing High Sea sale Agreements for Imported Goods.

· Handling of Customs Refund at Customs House in Vishakapatnam.

· Handling Company Trade mark and Copyright Registration.

· Handling the E-mode of Admissions of Company Shares.

· Handling of Cost cutting method in the Company for unnecessary Expenses.

· Handling and looking into new business projects for Business Development.

· Preparing of Management Presentations.

· Planning of Company Future Plans/ seminars/etc.

· Co-ordinate with CFO and FM for Company business plans, Performance and Financial Plans.

· Suggest Improvement and Company Benefits.

· Administrative Support and Company Orientation.
· Travel Plans and Ticket Bookings for Higher Managerment.

· Handling Suppliers of the Paper Industries in regards to the Raw material.

· Negotiating with Suppliers for Price and quantity dispatch.

· Bargaining with the supplier in regards to chemicals, stores cost price.

· Scrutinize the Quotaions from suppliers all over the India and get the best price offered.

· Speak to Buyers for Sale of finished goods of news print paper at the best price.
                        Working Relationship Manager at Silver globe Middle East, Dubai from April 2015                     
                        Till date.

· Office Administration
· Documentation 

· Sales Coordinations

· Appointments

                    ACADAMIC DETAILS 
· Persuing MBA in CFA from ICFAI University for Distance Learning.
· Experienced as an Advocate under a Senior Advocate in District Court, Vizag,India. 
· Avocate Licence Holder of  HIGH COURT STATE BAR,ORISSA,INDIA.

· LLB from Madhusudan Law college,Utkal University,Orissa,India in 2008  

· Completed Bachelor degree in Arts (Economics Hon.) from Ravenshaw college University, Orissa in 2002. 

· Intermediate from Christ College,Utkal University, Orissa, India in 1999. 

· 10 th from St’Joseph Girls high School, ICSE, Delhi, India in 1997.

ADDITIONAL QUALIFICATION 
· Basic Knowledge of Computer (MS Office, Internet & E-Mail).

· English Typing speed 50 w.p.m

· Knowledge in Offline Trading Business(Iron Ore,Coal)

PERSONAL DETAILS 
· Date of Birth              : 01th October 1980
· Marital Status             : Unmarried 

· Languages Known     : English, Hindi,Oriya,Telugu,Bengali
· Nationality                 : Indian 

· Hobbies                      :Dancing,Singing,Cooking,Communicating,Reading, travelling    

·                                     etc
· Salary                         :Along with Allowances- Negotiable
Dubai, UAE.
