
Bhavana K Pokarne

career objective


To obtain a challenging position in Sales / Marketing department where skills combined with my knowledge and experience make a significant contribution to the growth and prosperity of the organisation. Confident in handling product promotional activities, Interested in Pre-sales & post sales activities etc.
Education


Bachelor in Commerce (B.Com) from Mumbai University in March 1995 with Second class.
Bachelor in Business Administration (BBA Distance Education) from Sikkim Manipal University in 2017 with Grade ‘B”.

Pursing Masters in Business Administration (MBA–Marketing (DE)) from Sikkim Manipal University – Cleared Sem-I, II, & III & appearing Sem IV in Nov.2019
Computer skill - Course in Computer Application (MS-office Application -Word, Excel, powerpoint & Tally), SAP MM module, SAP HR Training & Event Management Module, Tally ERP 9)  Hands-on in Excel formulas, V-lookup, H-lookup, Pivot Table, manual Macros etc. Also various types of charts (Bar, Pie etc) required for presentation preparation.

Work Experience: Total 15 years.

PRESENT EMPLOYER:

M/s. VXL Instruments Limited
Designation: Sales co-ordinator

Reporting to - Country Head - Sales

Period of Employment: 2nd Jan 2020 till 22nd Aug 2020
Routine work:
· Preparing Quotations, Invoices
· Customer PO processing – co-ordination with factory for timely material despatch as per payment terms.
· MIS report preparation - weekly & monthly basis 
· Support Branch Heads for Tender preparation, i.e. downloading tender documents, Sharing Price after consulting Reporting manager, arranging Manufacturers’ Authorisation Letter to partnering co’s for tender quoting etc.
· Follow-up with customers for outstanding dues

PREVIOUS EMPLOYER:-

M/s. Tata Communications Limited (formerly VSNL):- for IOTs- BU team  



Designation: -   Project Co-ordinator.
Reporting to :-  Senior Manager

Period of Employment: June 2018 to December, 2019

Routine work:
· Tracking Customer Inventory Management for IoTs- Bu team for various devices (i.e. Temperature & Humidity Sensors, Women Safety, Street Lights (GLM/ ILMs), GPS Tracker etc.)

· Uploading Customer PO, Invoice & Acceptance Note on sharepoint for all customers for all devices.

· Assist Project Managers (all India) project related activities like preparation of Material Receipt Note (MRN) for material movement.  

· Preparation of Field Return Note (FRN) for any faulty devices, sent to supplier for necessary repairs. 

· Track device warranty dates & Support Project Managers arranging replacements to Customers.
· Customer Invoice reconciliation (qty. & Amount) i.e. Actual Invoices raised  vs. Customer PO received
1) M/s. Tata Communications Limited (formerly VSNL):- for Network Infrastructure team  


    Designation: - MIS Executive
    Reporting to: - 1) Senior Project Manager
    Period of Employment: 5th May 2015 till 30th Oct 2016
Routine work:

· Back office support for Implementation of Network Infra team like Acquisition, Liasoning, legal vetting and others  

· Budget and payment Schedules, Knowledge of Capex/Opex planning, project Logistics     

· PR-PO generation in SAP & follow ups

· Creation of Indents and its tracking; Creation of GRN & SRN in SAP

· Supplier Invoice Clearance & follow up with Finance for payments

· Report creation for weekly, Bi weekly etc.
2) M/s. Reliance Communications Limited  (RCOM)

Position Held: MIS Executive / Executive

Period of Employment: Mar 2002 till Oct 2014.

MSP team 

· Governance team handling Network reports being flashed to top management.  

· Co-ordination & Compilation of data for Governance related activities at PAN India level consisting 22 circles - Reports related to rent paid, EB disconnected sites, diesel requirement, sites outages status report, R&R Faulty cards. 

· Manpower GAP at MSPs; 

· Releasing SRN releases at A3 & A5 levels etc.

Operations Planning & Support Group

· Preparation of Daily, Weekly & Monthly Reports & uploading the same on portal, also preparation of monthly presentation for Managments review

· Compilation of Fortnightly reports  - EDP NE counts report & uploading the same on portal

· Coordinating for identifying training needs for OPS Team & arranging training programs.

Network Learning Centre

· Proficiency in SAP_HR_Event Management module
· Preparing the Learning Center's weekly & monthly MIS Report that is flashed to the Top Management & Maintenance of Statistical Reports 

· Implemented on-line validation Database. 

· Co-ordination for training of Project/Summer/In plant Trainees.

Training Attended:
SAP-Material Management Module & SAP-HR, Training & Event Management Module
3) M/s. Prashanth Projects Limited.

Position Held: Sales Co-ordinator

Period of Employment: March 1999 to Feb 2002

Worked for Sales department of engineering company engaged in constructing Oil/Gas storage tanks, pressure vessels, mounded bullets for the government clients like IOCL, HPCL, BPCL etc.– turnkey projects (domestic & International). 

· Knowledge for quoting/bidding tenders- Arrangements to get tender documents from clients, Studying the tender further sending inquiries to get quotes from different vendors, making comparatives for getting best quotes to prepare price bid line items. 

· Coordinating / preparation of tender guarantee /SD guarantee & PG from Bank etc.   

· Support project director once project is awarded in daily project activities.

Maintaining documentation/filing for client / vendors project wise.
PERSONAL DETAILS:

	Address:
	3B/9, Sea-View, Opp. Ayappa Temple, Ramnagar, Off. S.V.Road, Borivli (West), Mumbai – 400 092. Maharashtra, INDIA

	Contact details:
	9029000631

	Email id:
	Bhavanajoshi2010@gmail.com

	Date of Birth:
	10 – 01 – 1975.

	Martial Status:
	Married

	Mother Tongue:
	Kutchhi.

	Languages Known:
	English. Hindi, Gujrati, Marathi.

	Hobbies:
	Travelling / Reading / Cooking 

	Present Salary:
	CTC Rs.3.50 Lac

	Expected Salary:
	CTC Rs.4.00 Lac

	References:
	Will be provided upon request



