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Commercial / Admin
Administrative Professionalwith 7years’ experienceofhandling administration and back office with Store Operations. A proven record of successful working for Senior Executives.Ability to work under pressure andcommitted to deliver quality performance with an ability to learn new procedures.  Flexible, positive and responsive to change.Combine organizational and communication skills with the ability to plan and manage diverse business relationships. Areas of strength include:


AREAS OF EXPERTISE

	· Management Information Systems
	· Special Project Management
	· Customer Communication and Liaison Affairs

	· Computerized financial Documentation.(SAP)
	· Good knowledge of – English, Hindi & Malayalam
	· Office Procedures & Practice

	
	
	· Process Improvement



EDUCATIONALACHIVEMENTS


Bachelor of Commerce [B.com] -2002
Master of Business Administration [MBA] - 2013
BEC Prelims Course by MPBOU Bhopal affiliation from Cambridge University

CAREER PATH

A multinational company
Dubai :March‘ 2015Till Date
Functional Responsibilities – Buying Assistant



Corp Title: Buying Assistant
Selected on the basis of the work experience in the Store Operations as a Store Finance Clerk reporting to the Commercial Manager

· Article Master Data Maintenance 
· Consolidation of Price Protection& Month end Provisions
· Reconciliation of Claims & Additional (on Performance)
· Sellout reports to Brands (BI Tool)
· Reportingof Store Performance from POS Tools
· Managing Store and Vendor Queries
· Article Master Data Listing
· Promotion Update, GV Claims 
· Price Protection Claims
· Weekend Sellout and aging data compilation for business review meetings

· 
A multinational company



Dubai : May;2013 Till March‘ 2015
Functional Responsibilities – Finance Clerk



Corp Title: Finance Clerk
Selected on the basis of the work experience in the similar field as a Back Office Finance Asst. reporting to the Asst. Finance Manager
· Ensuring that financial records for the business are accurately maintained.

· Provide support for Internal & External Auditors.

· Assist the Store Operations as directed and act as substitute during their absence
· Liaise with different departments within the organization 
· Verifying Vendor invoices and submission for payment

· Supervising the Cashiers and tallying of cashiers' summaries for the outlet
· Tally credit card sales with statement received from bank
· Responsible for receiving the daily cash sales collection from store, banking
· Reconciliation of banking and credit card revenue and posting toSAP
· Handling and maintaining of petty cash expenses
A multinational company (Sharaf Retail – Sharaf DG)              Dubai:September‘2008Till April 2013
Functional Responsibilities – Back Office Finance Asst.


Corp Title: Head Cashier
Selected on the basis of the work experience in the Administration and Accounts reporting to the Finance Manager
· Supervising the Cashiers daily transactions and balancing the same with outlet’s daily business
· Ensure the promotions are accurately invoiced on POS in line with the vendor support advised by marketing and buying departments

· Summarizing the support promotions for accurate claiming from vendors
· Mutual review with the compliance team prior to launch of new or amended SOP / process

· Training the new comers in cash and communicating the alternate amendments in POS 
· Cashier’s performance review and appraisal
· Participate in major areas of Store Operations as per the need of time 
· Liaise with different departments within the organization  (HR/Marketing)

TECHNICAL PROFICIENCY

Good Knowledge of
 : MS-OFFICE (Word / Excel / Power Point / Outlook), Internet & Email,



SAP POS, Retail PRO, E-Pos, BI Report

PERSONALDETAILS

_______________________________________________________________________________________

Nationality
: Indian 




Visa Status   :  Employment 
Languages
: English, Malayalam & Hindi 

Age & Date of birth:  33, 25/02/1981

Marital Status      : Married
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