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Karthi




Email:
karthi.380827@2freemail.com 
Executive Summary:
I am associated in the key process with management including - Procure to pay, Order to cash, Logistics and Supply Chain Management, Sales administration (Wholesale, retail, export and import towards interstate and intrastate) Vendor and Customer Management, Business Correspondence, (Budget, cost and market plan as per demand and supply), packing management, and Customer service to drive business growth and market share. Additionally, I have handled the task of Approver, Inventory controller and Buyer/Procurement Officer and Closely worked with external auditor team in preparation of Profit & Loss Account and Consolidated Balance as per Indian accounting standard and analysis the impact about various aspects, clauses when required under IFRS, Indian GAAP and Validation of VAT/GST Returns.
Experience:
Company Name -
SVAKFLOWERS.COM
Job Title -
Finance Executive and Office Administrator.
From -
February 2014 to April 2018
Job Title -
Back office team player (Accounts payable and Receivable)
From -
July 2010 to June 2011
Job Description:
· Handled entire Procure to pay process and order to cash process.
· Handled task of the Invoice rejection specialist process and Vendor master management.
· As Office Administrator I took up project “Free Green Society” and managed, monitored and supervise a team of 17 professional graduates and provided off and on the job training about organization process.
· Be part of quarterly vendor and client meeting with board members and prepare Memorandum of meeting for future presentation.
· Visiting perfume manufacturing companies for attending the Annual general meeting to take further resolution regarding any issues.
· Planning and managing logistics, warehouse, transportation and customer services.
· Liaising and negotiating with suppliers, manufacturers, retailers and consumers.
· Arrange warehouse, catalogue goods, plan routes and process shipments
· Resolve any arising problems or complaints within 24 hours or high limit of 2 working days.
· Keep records of goods dispatched or received and Complete shipping documentation, such as including bills of lading, packing lists, dock receipts, and certificates of origin.
· Verify proper packaging and labelling of exported goods.
· Arrange for transport, using a variety of modes – Road ways and Air.
· Monitor or record locations of goods in transit.
· Keep detailed records, generate reports, and develop presentations to help management understand the logistics perspective.
· Directing, optimizing and coordinating full order cycle.



Overall Achievements:
· Collected outstanding payments for more than 700 invoices of 90 + days past dues of total value around INR13 lakhs. (Approx. USD 20,000)
· Letter of Appreciation for Accounts payable and receivable process for the year 2015.
· Promoted as Office Administrator in the year 2017.
Education:
Masters - MBA(Finance)
Year -
2011 to 2013
Grade -
First Class
Vinayaka Mission University
Skills:
· Quick Decision making
· Good Communication & People management skill.
· Microsoft Office knowledge with more focus on Excel updates.
· Completed intermediate Training to work on SAP FICO (Sub Module - Accounts Payable – FI)
· Knowledge of Indian Companies Act Under Clauses-Incorporation, CSR, & Corporate Governance.
Honours, Seminars and Symposium Participated:
· Successfully attended the seminar - Vision 2020(Synergies and Challenges in Management) organized by department of management studies, T John College, Bangalore on 08th September 2007
· Participated and won first place (Best Corporate team) and won first place (Fun-Ads) and participation certificate – Budding Managers (National Management Fest) -2008 held on 16th February 2008.
· Participated in the symposium “Entrepreneurial ship” organized by Department of
Business Management of T John Group of Institution, Bangalore
· Certificate of Appreciation for participating in CO-Curricular and Cultural Activities” Brand Awareness Quiz
Program during the year 2006-2007.
Personal Details:
DOB
07/07/1988
Marital Status
Single
Nationality
Indian
Languages
English, Tamil, Kannada and Hindi
Achievements in Sports: (Athletics and Throwball):
· Participated in State Level throw ball competition (Lead has Captain).
· Republic Day Sports and Games (Zonal level) won first place in – 100mt,200mt, shot put and long jump.
· Republic Day Sports and Games (District level) won first place in 200mt.


Interest:
· Watch interviews with successful personalities on YouTube.
· Interest in gaining knowledge by interacting and knowledge sharing with people I met while in long travel.
· Frequently checks updates in the car and mobile phone technology and systems.
AD- HOC MEMORANDUM
Assignments as Office Administrator
· Be part of VNC meeting (Vendor and Client/Customer) once in every quarters and I prepare the Memorandum of meeting regarding various aspects of subjects discussed in meeting based on required improvement in purchase, sales, advertising and marketing, internal management, quality control and rate and pricing methods and freight and packing regarding order to delivery to end customer.
· Visiting to perfume manufacturing company as representative for attending annual meetings and be in cordial relationship with directors and managers and providing updates regarding our market growth.
· Handled both inter and intra state clients, stakeholders and public correspondence to achieve organization goals efficiently.
· Managed, monitored and supervised a team of 17 employees under the project “Free Green Society”
· Provides both on-the-job training and off –the –job training to new employees and supervises their work and advise if any deviation in the process.
· Took information and feedback about our quality in services from customers to try and determine what new arrangements should be offered.
· Escalations from internal and external factors has been resolved successfully.
Additional Honours, Certification of Appreciations and Participations
· Participated in the symposium “THE INDIAN RETAIL CHALLENGE “.
· Participated in the ENIGMA 2008- “TURNCOAT”
· Certificate of Appreciation for participating in CO- Curricular/Cultural Activities - Paper Presentation – “ON COMPANIES”
· Certificate of Appreciation for participating in CO- Curricular/Cultural Activities – Brand Awareness Quiz Program
· Certificate of Excellence - Awarded 3rd prize in Ad-Bonanza
Philanthropic Activity
· Certificate of Appreciation - Silver Medal – For participating in the sponsorship program organized to help the underprivileged orphan and poor children, organized by H O P E – Home for Orphan Poor and Education – Chennai.
· Certificate of Appreciation- Voluntary Blood Donation to Bangalore Lions Blood Bank.
Declaration:
I hereby declare that the information furnished above is true to the best of my knowledge.
