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 Ranjish 


Objective:   To have a challenging career.

Educational Details:

Master's Degree in Commerce, Pune University, Pune, 1999 (First Class).

Bachelor's Degree in Commerce, Pune University, Pune, 1997 (First Class).

Languages Known: English, Hindi, Malayalam, Marathi.
Experience and Skill Summary: 
Professional Experience:

1) Hyundai Heavy Industries Co Ltd. (Saudi Arabia).




Duration: Nov 2013-Sep 2014

Designation: General Affairs Staff
Key Focus Areas & role:  
 Took care of Purchase activities and Office administration at Shuqaiq Steam Power Plant,
 Jazan, Saudi Arabia.
 Prepare inquiries (RFQ) as per Purchase Order Request (POR) from different departments.
 Sending Emails to suppliers as per details in Request for Quotation.

 Negotiate and renegotiates prices, discounts from suppliers, vendors and contracting companies.

 Prepares Comparative Table, Summary and Purchase Order (PO).

Coordinate and constant follow up to suppliers especially on materials 

that are for fabrication or imported items.

Receives and inspects materials delivered for crosschecking if materials

are in accordance to Purchase Order and specified Quality.

Ensures that the material that are being purchased meets the Site Required Date (SRD).

Maintains list of materials procured and suppliers.

Making the Payment to the supplier as per the terms and conditions

mentioned in the Purchase Order after the delivery of the materials.
Taking care of Office Stationery, Pantry and Furniture requisition and record keeping.

Took care of Transportation module. Checking driver’s petrol and food bills.

Coordinated with accounts department for the payment of drivers’ bills.
2) Presto Industries. (India).




Duration: Jan 2012-March 2013

Designation: Sr. Officer cum Business Development Head.
    Key Focus Areas & role:
    To develop market for hair combs professional and brown combs, hair brushes, face accessories,
     Bath accessories, pedicure and manicure accessories in Kerala.
    Maintain relationship with retailers and distributor management.
    Explore new geographical areas for business expansion in Kerala.
3) Intelenet Global Services Pvt Ltd. (India).




Duration: Nov 2009 – Nov 2010

Designation: Senior Executive Account & Financial Services
Key Focus Areas & role:
To analyse and forward the query to right team. 
Ensure adherence to SLA (Service level Agreement).
Co-ordinate with different teams working across the site even at different part of the world in
order to provide prompt and accurate response.
Attending calls and resolving queries on calls and emails from various hotels, guides and tour escorts
who are registered with Gulliver’s Travel Associates worldwide regarding nonpayment or under payment
by clients who has booked and availed hotel and services through Gulliver’s Travel Associates worldwide.
4) Zenta Private Limited. (India).




Duration: Feb 2009 – Aug 2009

Designation: Senior CRA
     Key Focus Areas & role: 
Entrusted with the job of making outbound collection calls to customers in United States of America
to recover the amount due from them on their Capital One credit card account.

Ensuring full collection of outstanding or optionally collect as per the collection grid.
5) ABN Amro Bank. (India).




Duration: October 2005 – May 2008.



Designation:  Officer - Asset Operations

 Key Focus Areas & role:
Single handed managed entire back office operations of personal loan disbursement

Verifying the loan applications. Validate applications which have been cleared by the risk assessment 
department. 
Preparing and despatching of cheques to the customers along with the welcome kit and mini cheque book.  
Generating MIS reports with details on applications received, cheques issued, amount disbursed etc.
Complying with statutory guidelines, governing banking operations, issued by Reserve Bank of India
and other autonomous bodies. Handling gamut of activities such as monitoring cops line, bounce marking 
PDCs and ECS instrument and Application of EMI received from customers in the ERP. Update the changes in
policies & procedure to Central Processing Staff.
Error free processing the Personal Loan applications.
6) Deutsche Network Services Pvt Ltd. (India).



Duration: March 2004 –Dec 2004.

Designation: Executive

 Key Focus Areas & role:
Engaged in routing of SWIFT messages to relevant departments of Deutsche Bank London. Communicate with 
the originator for verification & rectification and responsible for processing the SWIFT messages after
rectification.
7) Transcorp International Ltd. (India).



                Duration: August 2000 – March 2004

 Designation: Officer – Sales & Operations.
Key Focus Areas & role:
Handled buying and selling of foreign currencies, travellers cheque from the customers. Involved in purchase 
and selling of foreign currency to banks. Administer the business development activities of Western Union 

Money Transfer and manage the Channel operations. Worked at Jalandhar, Cannanore, Trivandrum, Hubli,
Mysore and Bangalore Offices.
�





Date of Birth: 06 Dec 1976.


Marital Status: Married.


Email: � HYPERLINK "mailto:ranjish.370247@2freemail.com" �ranjish.370247@2freemail.com� 











