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CURRICULUM VITAE

Admin cum Receptionist 
MAYURI
MAYURI.328248@2freemail.com  
	             CAREER OBJECTIVE
To add value to your organization by my work ethics, commitment, accountability, attitude and most importantly, result, which will ensure a healthy learning experience for me and will account for appropriate returns in the long run.

             Experience Summary


KEYWORD PHRASES: - Stock audit, Claim verification, Octopi verification, Field arrangement, Report valuation.  Looking after R- returns, Admin control.
· Admin cum Receptionist – Satguru Carrier (Ailsinghani Group) Mumbai, India Jan -2012  till date
Job Profile:-
· Responsible for handling the day-to-day administrative tasks of the office and making sure that everything runs smoothly
· Ordering and maintaining office stationery and equipment
· Offering a warm and friendly welcome to any visitors
· Processing staff payrolls, keeping account of finances and updating staff files
· Carrying out large volumes of filing while retaining a good level of accuracy and efficiency
· Rapidly responding to and resolving any administrative problems
· Running the company reception area
· Raising and progressing purchase orders
· Maintain the details of tonnage of all carriers.

· Looking after cash transaction required for the movements.

· Handling associates and recruitments 
· Branch co-ordination
· Response to Queries in mail Received Against Company

· Looking after banking transactions 
· Admin /Field co - ordination(Back office)–SAMARTH BUSINESS SERVICES PVT.LTD. Mumbai, India. July- 2011 to Dec- 2011
Job Profile:-
· Handling operations throughout the India...

· Branch co-ordination & admine work…

· Liaising with internal staff & all kinds of 3rd parties for fieldwork, coding, data entry and data processing for timely delivery of quality data... 

· Valuating reports of various kinds of audits like shop to shop retails display verification, CFA stock taking and cutoff documents verification. Damage verification, Quality verification, Claim checking etc
· With associates, and requirement of field staff for the branch etc. 

· Liaising with counter parts/colleagues from Samarth Associates offices in other cities on regional audits.
· Existing clients like DHL, MSEB, AC Nielsen, Time Fiscal Group, Godrej, Heliopolis.
· Office Executive - MATRIX BUSINESS SERVICES INDIA PVT. Mumbai, India. July- 2007 to June- 2011
Job Profile:-
· Octroi claim verification for HCL, Woolworth & TMS

· Conducting stock audit for Titan & Spa group.

· Distributor claim verification for Hindustan lever, Britannia, ITC.

· Valuating the reports for retail and stock auditing for – existing clients like Reliance Digital & Store, HLL MT, Marico MT-GT, Godrej HP & Hashish, KMPL, Britannia, ITC, PepsiCo, Hotspot, SAB miller, P&G, Kaya clinic, Titan, Aditya Birla group, Bo concept, Croma. Etc. 

· Liaising with counter parts/colleagues from Matrix Associates offices in other countries on regional audits
· Office Executive – M. Kalahasti & Co. (CA), Mumbai, India. Jan- 2006 to June- 2007
Job Profile:-
· Octroi claim verification for, Woolworth & TMS

· Conducting stock audit for Titan & Spa group.

· Distributor claim verification for Hindustan lever, Britannia, ITC.

· Valuating the reports for retail and data entry and data processing for timely delivery of quality data... 
· Academic Qualification
· Bachelor of Arts
· Technical Qualification

· Typing in English 30 W.P.M.
· Completed computer knowledge in MS-Office 2000 & 2007, Internet.
I hereby confirm the all the above information is true to the best of my knowledge.
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