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	CAREER OBJECTIVE 

To pursue a dynamic career in an organization where I can explore the best of my capabilities and strengths, there by contributing towards organizational& personal growth in the better effective and efficient manner.
JOB EXPERIENCE

Mission General Services L.L.C :01/12/2016toPresent 

Payroll and HR coordinator : (Abu Dhabi, UAE) 
· Preparing Advance Salary for vacation going and visa renewal people
· Preparing job offer letter and sending interview invitation for candidates
· Applying Insurance for new employees, current employees and also their families ( Daman Basic, Enhance )
· Tracking and preparing cancellation and vacation 
· Short slip preparing for Cancel and vacation going employees

· Calculating employees time sheet 

· Submitting to bank every month fund internal transfer and also withdrawing money from bank for day to day expenses
· Applying salary card for new joined employee 
· Preparing cancel and vacation settlement’s
· Assisting payroll officer to prepare payroll
· Preparing ok to board for new employees 
· Preparing other allowance like ( food , Accommodation , Cash) for each month
Al Dahab Exchange : 01-03-2016 to 30-10-2016
Desk Clerk/Sales : ( Abu Dhabi, UAE )

· Cash checks and pay out money after verifying that signatures are correct, that written and numerical amounts agree, and that accounts have sufficient funds.

· Verify other information such as dates, bank names, identification of the persons receiving payments and the legality of the documents.

· Enter customers' transactions into computers in order to record transactions and issue computer-generated receipts. 

· Count currency, coins, by hand or using currency-counting machine, in order to prepare them for deposit.

· Identify transaction mistakes when debits and credits do not balance. ) Takes steps to measure, enhance, and enrich the position and image of a company through various goals and objectives.
· Plan marketing and branding objectives. 
· Expand product solutions and offerings. Analyze market trends and recommend changes to marketing and business development strategies based on analysis and feedback. 
· Collaborate with sales and sourcing to develop strategic partnership activities and implement the execution framework and strategic plan on identified opportunities. 
· Preparing WPS application and collecting related documents from customers and applying.
· Promoting corporate accounts and supporting for all documentation.
Sitaram Energy and Logistics Ltd:17-04-2014 to 10-02-2015
Logistic Supervisor : ( ONGC KAVERY ONSHORE OIL DRILLING PROJECT)

· Preparing DPR report

· Visiting site and monitoring and managing work.

· Monitoring and tracking the flow of materials into the warehouse.

· Ensured that all the drivers work to established driving time directives.

· Managing site shifting with safety precautions and budget wise.

· Ensure that the safety policies are implemented in each project
· Hold at least one safety meeting biweekly with foremen to review safety conditions and general safety policies.

· Preparing site permit, 
· Issuing log book and assisting the manager preparing monthly bill.
· Purchasing materials and cash handling.

· Conducting staff performance reviews. Setting objectives and identifying employee training requirements.

· Continue focused on driving down expenditure.

· Eliminating obsolete& off-spec machinery and reducing aging equipment.

Lazar Shipping SA Istanbul Turkey 28-12-2012 to 26-1-2013

Able Seamen: 

· Stand watch on deck department of Vessel 
· Perform lookout duty.
· Take a turn at ship's wheel.
· Painting, cleaning, and polishing of ship bright work; the collection and disposal of garbage; maintenance and repair of various types of equipment.
· Handling ropes and wires; storing and securing of items; assisting with the movement of cargo on and off the ship.
· Work with bridge equipment.
· Scrub, sweep, and wash deck.
· Break out, rig, overhaul, and stow cargo-handling gear, stationary rigging, and running gear.
· Loosen cargo at end of voyage.
· Launch and recover boats.
· Assisting with any aspect of the ship's operation and maintenance that the superior Seamen or Officers feel is necessary. 
Pillar Intelligence and Security Pvt:1-11-2011 to 29- 04-2012
Account Assistant: 

· Enter posting of purchase, sales, payment, receipt collection & journal Voucher. 
· Verification of bills & Reconciliation of total turnover. Bank, Debtors creditors Reconciliation.
· Maintain cash Transaction &Petty cash book, Preparing cash Day to  
                    Day cash & bank transactions.

· Preparing outstanding list of Debtor &making payment follow-up.

· Preparing of Tax invoices, Vouchers & Agency payment. Sales & Purchase.

· Total reconciliation of accounts calculating VAT. Reconciliation of Bank  

                   Statement at the end of month.

· Service Tax , Vat Return , E-TDS Return Filling , Income Tax E Return Filling & other government taxes calculation, 

· Maintain salary register in MS-Excel 

· Maintain Balance sheet & profit & Loss. 

EDUCATION HISTORY

· Graduation (Commerce) from ALAGAPPA University KarikudiTamilnadu in the year of 2010.

· Intermediate (Commerce) from N.I.O.S. Delhi in the year of 2006.

· Matriculation  from S.S.L.C. Tamilnadu in the  year  of2004
OTHER SKILLS AND CERTIFICATION 

Computer Skills:

· Microsoft XP applications (Word, Excel, Office, PowerPoint, Outlook, Access)
· Certified Computer Account Course(Tally ERP 9-Remote Access, Integrated support center, Excise   for    Manufacturers, TDS Enhanced, Payroll, Point of sale,Inventory, Reports, Multilanguage ,VAT, TDS, TCS, Service
Language Skills:

· English -Fluent written and conversational

· Hindi-Fluent written and conversational



· Malayalam -Mother Tongue
· Tamil -Fluent in Conversational
PERSONAL COMPETENCIES 

· A good Team Worker.
· Highly organized with a creative flair for work. 
· Good Leadership Qualities. 
· Hardworking Fast learner, Patience. 
· Enthusiastic self-starter who contributes well to the team.
I hereby certify that the above information are true and correct to the best of my knowledge and belief.
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