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  Email : jina.323547@2freemail.com
PERSONAL DETAILS

*Nationality: Indian; *DOB: 27th August 1970; *Marital Status: Married; *Sponsorship: Company; *Languages Known: English, Hindi, Malayalam

OBJECTIVE

To seek a position in a professional organization that is challenging & stimulating , whereby I can render valuable service & which will recognize, appreciate & fully utilize current skills and knowledge base, to enhance my career growth along with the growth of the company.

PROFILE

· Highly organized and detail oriented professional with creativity and analytical mind

· Self motivated and comfortable with taking the initiative and working independently

· Excellent verbal & written communication skills, organized & honest.

ACHIEVEMENT

· Certified Internal Auditor from TUV SUD Middle East

------------------------------------------------------------------------------------------------------------

PROFESSIONAL EXPERIENCE

CRUST Technical  Services

Presently working as Operations Manager

February 2015 – Till Date


· Job Responsibilities

· Monitoring Work Order opened by Sales
· Release Export & Local Purchase orders

· Maintain records of all Purchase orders receives
· Negotiate with suppliers

· Arrange shipments & follow up on related procedures

· Ensuring timely payment to the suppliers

· Check our site requirements & arrange the smooth functioning

· Maintain Target VS Actual report
AW Rostamani Lumina

Worked as Sales Coordinator

May 2007 – February 2015


·  Job Responsibilities

· Opening of Sales orders with respect to the Purchase Orders received

· Co-ordinate with Production department for material availability 

· Issuing of Work Orders

· Keep track of all Purchase orders received

· Co-ordinate with Sales for the timely dispatch of materials as per the LPO’s in hand

· Schedule daily dispatch 

· Issuing of Delivery Orders & Invoicing the respective DO’s

· Provide report of sales on monthly & daily basis

WALLTRACTS LLC 
Worked as Operations Senior Assistant 

January 2006 – April 2007

· Job Responsibilities

· Monitoring Job cards opened by Operations assistant & completion with sites

· Monitoring Invoicing with Accounts

· Releasing Foreign purchase Orders 

· Negotiating with suppliers

· Follow up for dispatch & arranging of shipments, Customs clearing

· Verifying Original documents & providing the same to accounts

· Ensuring timely payment of Suppliers

· Maintain Foreign Purchase Order & Booking Register

· Supplier & Freight Forwarder turnover report

Operations Assistant – Reporting to Operations Manager

July 2004-December 2005

· Job Responsibilities

· Pre Costing & Opening of Job Cards

· Providing Job Card to site& stores

· Follow up for Completion Certificate

· Provide all documents to Accounts necessary for Invoicing.

· Issuing FP Requisition & Verifying supplier original invoices with respect to Pre costing  

· Providing Target VS Actual report to Accounts

· Co-coordinating with Stores for material movement & issuing Delivery Orders

· Maintaining Filing system for Operations department 

· Assist the Manager in the smooth & efficient running of the company.

Receptionist & Telephone Operator – Reporting to Operations Manager

January 2004-June 2004

· Job Responsibilities

· Attending telephone calls

· Maintaining attendance

· Fixing appointments & meetings

· Incoming / outgoing couriers, mails etc to various departments

· Arrange Flight & Hotel bookings for staff

· Attending to Walk-in customers

· Assisting in all the office correspondence 

GLOBAL ACCESS
Receptionist cum Secretary – Reporting to Manager

November 1995-September 1996

· Job Responsibilities

· Handling Reception, attending overseas calls & orders

· Overall Office Administration

· Secretarial duties – Self correspondence

· Incoming / Outgoing courier

EDU BUSINESS
Secretary – Reporting to Manager

February 1995-October 1995

· Job Responsibilities

· Office Administration

· Monitoring & Logging of incoming & outgoing documents

· Receive incoming calls & pass to respective individuals

· Attending to enquiries of the client

· Fixing appointments & meetings

· Maintain reports of all orders

· Invoicing & arrange for collection of payment

· Handling day-to-day running of the company

GREEN EMIRATES SHIPPING OF TRAVEL
Ticketing & Counter Staff – Reporting to Manager

October 1992-August 1994

· Job Responsibilities 

· Attending to telephonic & walk-in clients,
· Reservation of seat on Airlines, issue Ticket & PTA’s
· Handled Petty cash 
· Issue Invoice & Receipt Voucher
------------------------------------------------------------------------------------------------------------

PROFESSIONAL QUALIFICATION

· Diploma in TRAVEL & TOURISM from ITATS, Trivandrum, Kerala

· Computer Applications with regard to Reservation & Ticketing 

EDUCATIONAL ATTAINMENT

· Bachelor of Commerce from University of Kerala

· Secondary School Leaving Certificate from St .Joseph’s Convent GHS, Quilon, Kerala

COMPUTER SKILLS

· Operating system & applications

· Internet & Email applications

· Familiar with ERP systems such as Orion, Vissac, Tally etc
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