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OBJECTIVE
 To be a part of a team handling different responsibilities in an environment of competitiveness and equal opportunity. 










 
PERSONAL SUMMARY: 
To outperform self in every dimension by applying thought every day. I aspire to become an expert in managing people 
And be able to take on challenging responsibilities early in my career. I am looking for a profile, which would enable me
 To put use the skills I have developed.
Work Experience:
1) V-Xpress. (a division of V-Trans (India) Ltd)

Zonal Accounts & Credit Control Executive - FEB- 2016 to till present
Working as a part of operation & accounts in premier express cargo company with nationwide footprint, armed with state -of-the-art technologies, robust fleet of vehicles and one of the best teams of professionals in business with Finance. Creating procedures and policies that ensure timely payments while maintaining a high level of customer retention. Liaising with customers, as well as internal personnel including the sales team.
Duties & Responsibilities:
· Posting month end JV’s, Receipt, Payment Entries.
· Co-ordination with consultants and vendor.
· GST calculation with all invoices & vendors bills.
· Monitor all banking activities in order to detect irregularities
· Reconcile discrepancies in different accounts
· Reconcile and rectify all ledger accounts belonging to customers
· Provide documentation for the purpose of supporting all financial transactions

· Coordinate with Accounting Staff and Contract Administrator to track and summarize all open accounts in Excel that are past due.
· Assist auditors – internal and external – with documentation required for the auditors to do their job satisfactorily
· Adhere to corporate standards and procedures in all reconciliation activities

· Maintain all collection and invoicing data, summarize in a single spread sheet, and review and update the same with the Credit Control team & regional Operation Team
· File all prepared accounts in a well-organized manner
· Answer customers or clients questions regarding any financial issues

· All Accounting In E-cargo Online ERP solution.
· Drafting a letter Emails on Outlook.
· Assist organization in developing collection policies and procedures.
· Dealing with internal queries about payments
· Excellent human relations skills to be able to work effectively with all members of the logistics team, getting them to perform optimally
· Strong knowledge of logistics management for efficient service delivery
· Good communication skills to understand the details of clients’ deliveries, and pass instructions to team members to carry out without erring.
· Must be able to plan and organize his/she activities for efficient delivery of goods
2)Shri Krishna Motor Company. (Volvo Eicher commercial vehicle Dealership)

DMS & Back-Office Operation - FEB- 2013  to FEB-2016
Working as a part of operation & accounts in sale of vehicles with Finance, RTO & Insurance

Duties & Responsibilities:
· Making MIS on daily basis for all division.
· Accounting & billing Sales & Purchase In tally ERP 9.0 & DMS. ( Dealership Management System)
· Bank Reconciliation, Accounts Payable & Accounts Receivable.
· Co ordination with financiers.
· Billing a invoices
· Ensuring financial targets and other agreed targets are met in all departments
· Reviewing working practices to ascertain if it is successful and if not, devise an alternative
· Reviewing and approving equipment needs
· Investigating customer satisfaction and reporting any issues
3) Fortpoint Automotive Mumbai Pvt. Ltd. (Volvo Eicher commercial vehicle Dealership)

DMS & Back-Office Operation - February 2011- February 2013
Working as a part of efficient and busy sales department, managing key accounts right from business development to ensuring smooth delivery of the product.



Duties & Responsibilities:
· Business Development.
· Generating repeat business.




· Managing Customer relationships.


· Scheduling & managing deliveries.
· Management of distributers as well as retailers.
· assisting and coordinating with sales team and marketing team
· preparing customer balances and reconciling accordingly
· conducting marketing research
· supporting sales staff in handling and documenting customer accounts
· assisting and coordinating with sales team and marketing team
 4) Aditya Birla Minacs








    

Customer Care - October 2009- January 2011
Working as a part of efficient and busy sales department, managing key accounts right from business development to ensuring smooth service of the product.


  Duties & Responsibilities:
· Managing Customer relationships.


· Management of distributers as well as retailers.
· Generating repeat business.
· respond promptly to customer inquiries
· handle and resolve customer complaints
· obtain and evaluate all relevant information to handle product and service inquiries
· perform customer verification
· organize workflow to meet customer timeframes
· direct requests and unresolved issues to the designated resource
· record details of inquiries, comments and complaints
· communicate and coordinate with internal departments
· provide feedback on the efficiency of the customer service process
Educational Qualification:

	Qualification
	School/College
	University/ Board
	Percentage
	Year Of
Passing

	T.Y.B.Com
	Dr. T. K. Tope Arts & Commers, Parel
	Mumbai University
	Pass
	2012

	H.S.C
	Parel Night Jr. Collage, Parel
	Maharashtra State
 Board  - Mumbai Div
	45%
	2007

	S.S.C
	R M Bhatt High School, Parel
	Maharashtra State

 Board  - Mumbai Div
	46%
	2005


SKILLS
Ability to work independently in a complex environment, excellent conversational and communication skills, presentation skills, Fast learner, working under very tight timelines, man-management, Creative thinker, Convincing people, analytical mind, good co-ordination skills.
COMPUTER KNOWLEDGE

· Proficient with MS Outlook, Excel, and PowerPoint
· Tally ERP 9
· Domain with hands-on for Windows Operating System
PERSONAL INFORMATION
· Date of Birth 



:
22nd July, 1989

· Languages Known 


:
English, Hindi, Marathi

· Marital Status



:
Unmarried

· Hobbies 



:
Riding Bike, Trekking & Farming
· Location Preference 


:
Ready to Relocate

Date:











Signature

Place:










(Kaustubh M Chavan)
