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CAREER OBJECTIVE :  SEEKING  ASSIGNMENTS  IN  A  SUITABLE  PROFILE  IN ACCOUNTS AND ADMINISTRATION  WITH  AN  ORGANISATION  OF  REPUTE  FOR EXECUTING MY SKILLS  THEREBY ENHANCING, ENSURING ORGANISATIONAL  AND PERSONAL  GROWTH.
SYNOPSIS

· An incisive professional with 16+ years of work experience in Administration.
· Currently working with Nokia Networks India Pvt Ltd., Kochi   as coordinator - Administration.
· Proficient in recommending procedures with proven ability to achieve financial discipline and enhance the overall efficiency of the organization.  Successfully handled diversification plans.

· Deft in managing the wide spectrum of tasks including Commercial Operations, Vendor Development, Logistics, Despatch etc. across the supply chain. 

· Possess excellent interpersonal, communication and organizational skills with proven abilities in team management and Customer Relationship Management.
AREAS OF EXPERTISE

Office Administration
· Receipts/Expenditure Management, Budgeting, Procurement, Reconciliation,  Vendor Management,  Facilities Management,  HR/Payroll  Management,  Office correspondence.
· Coordinating in the preparation and maintenance of  financial / commercial statements.
· Maintaining database, records and files concerned to organization needs.

· Managing the administration support team to ensure fine delivery of their duties.

· Liaoning with respective authorities and seeking guidance in matters concerned, for smooth operations of the office.

· Ensuring office supplies on time and in sufficient quantity.
Customer Relationship Management 
· Very keen in maintaining good rapport with the customers.
· Listening to customer concerns/queries and providing  pro-active solutions, thereby achieving  
      improvement in customer satisfaction.
· Handling customer complaints, Allocation to Technical Team, updating the service reports and customer feedback.
Stores Management

· Overseeing the stores management and maintaining reduced inventory levels.

· Maintaining the stock of material without any variance by conducting stock verification and documentation; Receipts, Issues, Accounting and Monitoring the inventory.
· Dispose off scrap and return the rejected materials to suppliers & moving the raw materials from the place of storage to the place of manufacture. 
ORGANISATIONAL DETAILS
	#
	Organisation
	Profile
	Service Duration

	
	
	
	From
	To

	1
	Nokia Networks India Pvt Ltd.
	Co-ordinator - Administration
	Jan-18
	Currently working

	2
	Trustrite Industries Pvt Ltd
	Branch Manager
	Mar-17
	Dec-17

	3
	Nokia Solutions and Networks Pvt Ltd.
	Co-ordinator - Administration
	Aug-15
	Nov-16

	4
	Global Shipping Agencies
	Executive - Administration
	Dec-12
	Sep-14

	5
	Alcatel Lucent India Ltd.
	Office Supervisor
	Dec-09
	Sep-12

	6
	Nokia Siemens Networks  Pvt Ltd.
	Office Manager
	May-06
	Dec-09

	7
	Larsen and Toubro Infotech Ltd
	Administrative Officer
	Jul-05
	May-06

	8
	Kalyani Sharp India Ltd.
	Jr. Supervisor - Service
	Aug-99
	Mar-05


RESPONSIBILITIES HANDLED
a. Managing the Office administration – House keeping and Facilities, Accounts management.
b. Co-ordinating HR activities – Joining formalities, Payroll,  Employee Claims.
c. Vendor management.  

d. Handling office correspondences.

e. Follow-up on the receivables and payments.
f.  Re-conciliation of Transactions/Accounting/Bank Statements  
g. Maintaining, Tracking and Analysing of Capital and Operational expenditures.
h. Petty cash maintenance and reporting.

i.  Preparation of  MIS reports.
j.  Processing   PO  and  ensuring timebound  vendor  delivery and payment

k. Co-ordinating the WH operations - Despatches,  Delivery.                                                    
ACADEMICS
· B.Com from Mahatma Gandhi University, Kottayam, Kerala State in 1998. 
· Completed PG Diploma in Logistics and Supply Chain Management  at  School of Logistics Management and Technology, Kochi  - affiliated to Manonmaniam Sundaranar University,  Govt. of Tamil Nadu   and   member of  THE CHARTERED INSTITUTE OF LOGISTICS AND TRANSPORT (CILT – (UK)),  India,   certified by SIDCO – a  Kerala Govt. undertaking .
· Passed Type-writing(English)Lower from Board of Technical Examinations, Kerala State in January 1994.


· Completed  DATA ENTRY (Certificate) and PGDCA Courses conducted by IHRDE, Government of Kerala in 1994 & 1999 respectively.

· Completed MS WORD and MS EXCEL  (Certificate) courses at Amrita Institute of Computer Technology, Kochi.

· Completed   Certificate in Computing  course from IGNOU, New Delhi.

· Training in Advanced Accounting  –  module included  Transaction posting, Ledger Creation, Final accounts, Budgeting, Taxation and Computerised  Accounting (TALLY).
ACHIEVEMENTS

·  Received Spot Excellence Award  from Larsen and Toubro Infotech  towards my contribution to office administration of their Offshore Development Centre,  Chennai.

·  Recognised as Value Champion by Nokia Siemens Networks for my contribution in their Networks Management operations.        
PERSONAL DETAILS

Date of Birth
        :
May 12, 1977 
Sex

        :
Male

Nationality
        :
Indian

Marital Status
        : 
Married  (1 kid)
Languages Known      :  Malayalam, Hindi, English.

Religion                     :   Hindu

