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CURRICULUM VITAE

	CAREER OBJECTIVES:

	Willingness to work in a challenging environment and serve the Organization by contributing my knowledge to get an efficient output with best result.


	PROFILE:

	Goal oriented and service oriented person with good communication skills, highly trainable and fast learner. Physically fit with good personal values such as dedication, punctuality and honesty.


	EDUCATIONAL QUALIFICATIONS:

	· Pursuing MCOM from Gujarat University, Gujarat- India.

· Bachelor of Commerce (B Com) from Gujarat University, Gujarat-India


	PROFESSIONAL/TECHNICAL  QUALIFICATIONS:

	· Completed course of Networking from Ahmedabad at Jetking   

· Completed the course of Tally 9.0

· Computer Literate in MS Packages


	EXPERIENCES
	 8.6 years 

	Organization

Jun 2013 to till date
	Flemingo International Ltd..Dubai, UAE. Designated as Executive Coordinator

	
	· Receiving  Customer order and executing in S.A.P.( E.R.P )

· Coordinating with Local purchase team.

· Create Proforma and send to Customer for their confirmation.

· Follow up for BL, AWB, Flight Details and Freight Charges

· Sending Final documents scan copy by mail and original by courier.

· Handled warehouse team for loading and offloading the shipments.

	Organization:

Nov 2011 to May 2013                   
	Al Shams Global LLC.,,Dubai, UAE. Designated as Admin cum Accountant



	Duties &

Responsibilite
	· Making Invoices, Debit note, Credit note, Vouchers and Stock Journal in tally ERP 9.
· Preparation of statements of debtors and Payment follow up

· Verification of payment details and PDC entry in tally ERP 9
· Maintaining and updating account related files

· Maintaining petty cash sales

· Monthly random stock taking and annual stock taking

· Maintaining office stationery

· Sending documents to Nigeria for the Preparation of India Export Documents for submission to the bank.

· Preparation of China Export Documents for submission to the bank

· Giving TT instructions to the banks and follow-up

· Co-ordination for dispatch against orders

· Attending to sales calls

· Giving quotation to parties and follow up for order

· Purchase against delivery

· Making delivery notes

· Making sales invoices

· Preparation of stock list and sending to parties

· Preparation of pending order statements weekly

· Follow up for payment collection

· Preparation of receipt, payment, journal entries in tally ERP 9.


	Organization:

Nov’08 –Sep 11
M/s. Muthoot Finance Limited, Gujarat-India, designated as “Office Administrator cum Accounts Asst.”  – Reporting to GM
Duties & Responsibilities:

· Providing all secretarial and administrative service to General Manager

· Organizing appointments & meetings for GM with different officials within the company as well as with business associates & clients 

· Handling self correspondence to various clients through email, and coordinating with various departments, as well as receiving correspondence and following them up for necessary action.
· Managing travel arrangements, hotel bookings arrangements.
· Keeping company accounting, handling petty cash, day-to-day cash purchases & maintain cash records, liaison with bank and financial institutions, preparing salaries to office staffs. 
· Ensuring appropriate documents are filled in as per company policy.

· Maintaining Ledger entries for day to day transactions.

· To prepare MIS Report and take approval from GM
· Interact with internal and external auditors in completing audits

· Preparing & submitting summary of daily transactions to the Regional Office.



	Organization:

Nov’06 – Nov’08
	M/s. Aegis BPO Ltd., Gujarat-INDIA, as “Customer Care Executive” 

	Duties & Responsibilities:
	· Handling critical overdue customers and ensuring timely recovery of funds.

· Answer participant questions, as well as question participants to obtain full understanding of what information is being requested

· Document all calls with regards to participant inquires accurately using Call Tracking System

· Follow-up with participants within a 24-hour period in regards to the initial phone call. Even if it is to just touch base and let participant know inquiry is still be researched

· Provide quality customer service on every call

· Deal directly with customers either by telephone, electronically or face to face 

· Obtain and evaluate all relevant information to handle inquiries and complaints


	KNOWLEDGE OF COMPUTER:

	· Having excellent knowledge of Ms-Office 2007 (Word, Excel).

· Internet ( E-mail, Browsing etc.) 


	LANGUAGES CAPABILITY:

	· English, Hindi, Malayalam & Gujarati


	ACHIEVEMETNS:

	· Achieved the “Best Customer Care Executive-2008” for achieving the billing target from the Customer. 


	HOBBIES:

	· Reading, Music & Cricket


	PERSONAL DETAILS:

	Date of Birth
	02 August 1981

	Marital Status
	Married

	Nationality
	Indian
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