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239447@gulfjobseekers.com 
Masters in Business Administration graduate with emphasis in FINANCE complemented with a specialization in INTERNATIONAL BUSINESS from IP University, IITM in the year 2012 - 2014
Seeking career opportunity within Operational / Finance / Administration sectors. Accompanied with my analytical nature, ability to influence others and presentable nature, I believe I would make a great asset to my next employer.

SKILLS AND ABILITIES

· An innovative and confident employee who exudes high level of communication and team building skills 

· Enthusiastic and creative professional passionate about managing tasks from inception to completion

· Able to interpret numbers and draw conclusions from results of various financial strategy changes; has exceptional quantitative skills

· Can adapt and make adjustments in the ever changing world of the marketplace, adaptation to new trends, technology, products, and financial / operational strategies

· Stupendous communication and presentation skills - confident and poised in interactions with individuals of all levels

· Facilitator of a strong HR service with focus on managing organization and  employee - centric HR operations including team performance, competency profiling and resource planning

· Holds expertise in formulating / benchmarking functional best practices. Competent in profiling / mapping processes to focus on development of abilities to meet present / future goals and mission set by the organization
· Basic understanding of the supply chain, logistics, customer service and  transportation service operations

Software Proficiency:  Windows XP, 7, MS Packages
PROFESSIONAL EXPERIENCE

Ravissant General Trading LLC, UAE
Designation: Sales and Export Coordinator August 2015 - Present 
Key work areas: Sales Coordination (Documentation ( Resource Management (Customer Service (Export Coordination (Warehouse Management (General Management and Administration 
Position Responsibilities / Duties
· Building relationship and support customers; presenting products in a structured and professional manner
· Researching market and related product. Preparing route plan, export documentation, quotations and creation forms.  

· Rates negotiations, despatch, preparing merchandisers schedules.  

· Handling all duty free accounts while ensuring that all tasks are carried out in a timely and professional manner
· Pushing sales of SKU’s. Preparing weekly, monthly reports and analysing these using a problem solving approach.
Seahath Canning Company, Goa Estd.1988 (Canning & Export Unit), India
Designation: Management Trainee 2014 – June 2015
Key work areas: Resource Management (Customer Service (Stakeholder Management (Warehouse Management (General Management and Administration 
Position Responsibilities / Duties

· Work closely with and develop excellent relationships with key stakeholders including internal departments and external vendors
· Ensure that all tasks are carried out in accordance with organizational mission and vision. Coordinate and manage resources within the unit to adhere within the allocated operating budgets
· Initiate and implement corrective action as needed in order to ensure that an excellent standard of service and a high level of customer satisfaction is maintained
· Provide leadership for all warehouse and logistics activities with an effort to control costs while also improving efficiency and accuracy in the management of inventory

· Maintain well-organized records, prepare and analyze reports, anticipate, plan and organize work, and meet schedules and deadlines

AMD Renee Logistics – Government Approved Licensed Custom House Agent, India
Designation: Office Assistant – Documentation In-Charge 2011 – 2012

Key work areas: Facilities Management ( Project Management ( Strategic Planning ( Contract Negotiation / Management ( Administrative Services ( Cost Control ( Management Reporting ( Stock / Inventory Controls ( Resource Management
Position Responsibilities / Duties
· Planned and prepared monthly reports pertaining to finance required for maintaining office infrastructure and facilities
· Handled budgeting and cost control measures, monitored budget vis a vis variance
· Carried out cost control activities and ensured timely implementation of key projects
· Specialized in handling specialist responsibilities including back office operations, inter-office correspondence, confidential mails, quotations, monthly billing and cheques
· Maintained supplies by checking stock to determine inventory levels; anticipated requirements; placed and expedited orders; verified receipt; stocked items and delivered supplies to work stations
· Ensured all administrative and procedures met company standard operating procedures, and contractual requirements
EDUCATIONAL DETAILS

	COURSE
	UNIVERSITY
	YEAR

	MBA – Finance; Minor – International Business
	IP University, IITM
	2012 -2014

	B.A – Vocational, Small & Medium Enterprises
	Delhi University, College of Vocational Studies
	2008 – 2011

	CBSE, Class 12th
	Shiv Vani Model Sr. Secondary School
	2007 - 2008


OTHER EDUCATIONAL INFORMATION

Summer Training - IDBI Federal Life Insurance Limited for 2 months
Project - Comparative Analysis of Financial Instruments

Research Paper - “Online shopping: A consumer behaviour approach in West Delhi”
Dissertation report - “Issue and Success Factors in Micro Financing”           
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