Resume                                                            Mr. ARUN N. LATHE

Mob:  9822908823               E-mail: arundeepa24@gmail.com
OBJECTIVE

To seek a position in the field of Administration, in a progressive organization and dedicate all my skill and experience towards improve my performance in challenging and to facilitate mutual growth for both the organization and my career.
TOTAL EXPERIENCE: 12yrs 5 months

PERSONAL & PROFESSIONAL PROFILE 


· Good personal relation & communication Skills.

· Tactful and diplomatic in dealing with a multi cultural work environment.

· Self motivated and focused individual with the ability to work under pressure.

· Highly ambitious person with creative approach toward work.

· Enjoy Challenge & Responsibility.

Core Competencies:


· Organizational and Planning Skills 

· Communication Skills 

· Data collection and Management 

· Attention to Detail 

· Problem Analysis 

· Initiative 
· Confidentiality
Functional Experience

Organization: Regalia Pharmaceutical (I) Pvt. Ltd, Pune, Maharashtra.
Role: Asst. Administrator
Company Information:-Regalia Pharmaceuticals (I) Pvt.Ltd. is the fastest growing Pharmaceuticals Company in India incorporated in 2007, headquarter at Pune and operation in pan India. Established as a critical care company with total number of product more than 50.Having business of 20cr with total strength of 100 Employees.
Responsibilities:

· Follow up of Products Purchase Orders
· Payments do be done against Products Purchase Orders.
· Generating Stock/Primary/Secondary Report & Compile same.
· Highly skilled communicator with the ability to form and maintain good relationships internally and externally.
· Responsible for ensuring the right products are delivered to the right location on time, to the quality required and in the most cost effective way.

· Oversees the distribution and transportation of goods from the manufacturer to the consumer.

· Contribute to the creation and implementation of best practice logistics vision, strategy, policies, processes and procedures to aid and improve operational performance.

· Identify and resolve any inventory discrepancies and ensure inventory and system records are in agreement.
Organization: ABBOTT TRUECARE PHARMA PVT LTD, Pune, Maharashtra.
Role: Admin Executive
Company Information:-Abbott True care Pharma Pvt Ltd:-A diverse global work force. A chance to work alongside the best & brightest minds in science. Learn what it’s like to join a world leader in healthcare innovation.
Responsibilities:

· Internet telephone operations

· Provide full secretarial support to Human Resources Manager 

· Handle all incoming correspondence 

· Prepare wide range of communications, reports and documents 

· Schedule and co-ordinate meetings, appointments and events 

· Prepare and distribute minutes of meetings. 

· Co-ordinate and follow up on interviews. 

· Liaise with management, candidates and external providers 

· Source and collate employee data. 

· Maintain complete employee database.
· Ensure the integrity of inventory accuracy and manage stock movements with the help of direct reports.

· Strong planning skills with the ability to handle multiple projects through to completion and to manage competing priorities.
· Role as a logistics and distribution manager is to organise the storage and distribution of goods.
Education
	Degree
	University
	Class

	B. Com
	University of  Pune
	SECOND CLASS

	HSC
	Maharashtra State Board
	HIGHER SECOND CLASS

	SSC
	Maharashtra State Board
	SECOND CLASS


	Tools & Utilities
	MS Office, Microsoft Outlook, Adobe Photoshop 4.0 & PDF 9.0,  PowerPoint

	Operating System
	Windows 95/98, Windows 2000 ,XP,Vista

	Hardware Knowledge 
	Basic Knowledge, MSCIT, Internet Tools, Search engines  


Technical Skills
Personal Details:

	Name
	Mr. ARUN NARAYANRAO LATHE

	Email Id 
	arundeepa24@gmail.com

	Address for Correspondence
	C/o S.PAIGUDE, FLAT NO 103, AKSHAY VIHAR SOCIETY, D-WING, BEHIND KAVADE HOSPITAL, SHIVANE PUNE-411023.

	D. O. B.
	24.01.1974

	Contact Numbers
	9822908823


*Reference Available on Request.
.  










       Yours Sincerely

(Mr. ARUN NARAYANRAO LATHE)
