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PROFILE SUMMARY
Middle East experienced professional looking for a more challenging career within progressive organizations to utilize gained knowledge, experience and skills. Possesses ability in handling operations functions with good knowledge of financial policies & procedures. Proven record and achievements of scholastic excellence during financial courses. Flexible, young and dedicated personality with incisive focus in imparting to the company’s growth and achieving results by taking initiative and maintaining a positive drive towards work goals.
EMPLOYMENT HISTORY 
Sunny & Mannat Printing Solutions (Amritsar): Business Administration from October ’14 to August’15 

Roles & Responsibilities

Talent Acquisition:

· Use computer software to price jobs and manage orders and invoices.
· Stocktake, and negotiate to buy materials from suppliers.
· Carefully check and agree artwork or designs.
· Supervise orders through the preparation, printing and finishing stages.
· Coordinate different print runs by planning the best way to use machinery, staff and resources.
· Solve problems in the production process.
· Make sure work is finished to deadlines and to budget.
· Develop new business opportunities and look after existing customers.

· Provide general administrative support.
SAFCO International Foodstuff (Dubai): Business Administrator (Exports)  from April ’12 to August’14

SAFCO is today a name to reckon with as importer and exporter and wholesaler of all kinds of foodstuff. Safco has earned for itself an industry wide reputation as an extremely quality conscious supplier of poultry, mutton, beef, vegetables, diary and dry foodstuff as well as kitchen and housekeeping items. We service major airline companies, resorts, hotels, restaurants, ships and various naval fleets with utmost care and awareness and are well recognized for our well maintained standards of international hygiene control regulations.
Roles & Responsibilities

Talent Acquisition:

· Performing planning activities including material analysis and planning consumption analysis purchase requests generation and coordination between engineers and suppliers.

· Track jobs commercial history through registering and updating database records for each job.

· Preparation of invoices, delivery notes and purchase order by placing orders on approves suppliers.

· Preparation and processing of shipping documents for letter of credit related orders in coordination with the Finance department.

· Create and enforcing business policies to meet the business target and customer needs in procurement processes by optimizing the sourcing resources and enhancing the customer experience in sourcing.

· Following up and monitoring of internal order processing, delivery performance and invoice payment.

· Networking and communication with customers, agents, operation personnel and interacting with various service provider such as courier and freight forwarders.

· Maintain item master data – weights, dimensions, pallet configurations and lead times.

Our Own English High School (Dubai): Admin Assistant from April ’08 to August ’09
GEMS Our Own English High School, Dubai, prides itself in being one of the oldest schools in the country. For close to four decades we have provided quality education to thousands of students and achieved an enviable track record of academic success. We are a Kindergarten to Grade 12 School, affiliated to the Central Board of Secondary Education, New Delhi, India.
Roles & Responsibilities

Talent Acquisition:
· Resolving routine administrative problems.

· Checking emails as well as voice mails and ensuring timely responses to all inquiries.

· Inputting information into designated fields using various databases.

· Welcoming visitors to the office.

· Screening phone calls.

· Scheduling appointments.

· Receiving and distributing mail.

· Taking phone messages.

· Preparing routine documents for senior managers.

· Organizing refreshments such as tea and biscuits for senior managers and visitors.

· Assisting in the preparation of budgets, budget amendments and budget requests.

· Looking after junior members of staff and encouraging them to do better.

· Ensuring that confidential documents are not left lying around and instead are properly filed way.

· Ordering office stationary.

· Providing information to callers.

· Responding to correspondence.

· Preparing agenda and meeting material.

· Executing document control procedures.

EDUCATIONAL QULIFICATION
· Bachelor of Computer Science (Economics) from Hindu College, Amritsar , Punjab.                         

· P.G.D.C.A (Post Graduation Diploma in Computer Applications) from D.A.V College, Amritsar, Punjab

IT SKILLS

Well versed in MS-Excel, 

 CORE COMPETENCIES & SKILLS
· Energetic with communication and interpersonal skills, and ability to develop and maintain relationships at all levels. 

· Able to work under pressure. Prioritize tasks based on Covey Matrix tool.      Demonstrate effective time management in prioritizing hiring need requests from several Senior Managers along with administration duties. 

· An effective team player, experience of working in groups during academic projects including planning, role allocation, co-ordination and commitment. 

PERSONAL DETAILS

Date of Birth                               :                  1th June 1984

 Nationality                                  :                  Indian

 Interests                                      :                  Music & Reading

 Language                                    :                   English, Hindi, Punjabi (Read and Right)

Visa Status


:
      Tourist Visa


