	SMITHA S

	Email                          :   smths@gmail.com                                                                                                                             
Contact No                 :   9844147475
Present Address         :    “Savithri Nivas”
                                            Ashoknagar 

                                            Mangalore
   Career Objective   


Seeking a challenging and progressive career with organization, where the combination of my knowledge, hard work, creative thinking will contribute in the organization achievement and my growth.
   Academic Qualification

· Successfully accomplished a Bachelor's Degree in Commerce ,2010
Canara First Grade College 
· Completed 12th from Canara Pre-University College in the year 2007 
   Work Experience

Nitin J Shetty & Chartered Accountants Firm,
Responsibilities: (Accounts Assistant (Sep 2010 to Dec 2011 )
· Preparing Profit and Loss Account

· Oversee of Form 16

· Handling MRPL Loan Applications and Provident Fund of the Employees and also calculation of interest
· Passing bank entries in Tally

Yenepoya University Derlakatte, Mangalore 
 Responsibilities: (Second Division Assistant) (Jan 2012 to Jan 2015)
· Receiving of goods that includes physical verification of quantity supplied and checking of items delivered are in line with invoice 

· Updating and monitoring of approval indent request  

· Preparing purchase order according to the request given by the ward or department
· Issuing the items in computer and physically to various department. 
· Weekly stock checking 

· Issuing  the uniforms in computer and physically according to their request given 
A.J Hospital & Research centre( NABH Accredited)
Responsibilities: Purchase Co- Ordinator (Feb 2015 till the date)

 1. To place the purchase order in computer and send copies to suppliers. Ensures vendor understand and comply with purchase order terms and conditions
2. Procurement & Purchase, Floating Tender Enquiry (Request for Quotation) as per Purchase Requisition

   Negotiated with Vendor Quotation Comparison Statement 

3. Verification of bills, Stock Keeping, Checking of receiving and Issues Materials Periodical verification and checking of all stocks, Bills entry for payment, Daily Transaction reports.

4.Co-ordinate with accounts section 
5. Maintain of store stock register 
6. Answer the vendor telephone calls.

7. Receiving of goods that includes physical verification of quantity supplied and checking of items delivered are in line with invoice 

8.If received items are of indent or approval indent then a copy of indent should be attached with the invoice
9.Updation and monitoring of approval indent request  

10.Preparing purchase order according to the request given by the ward or department
11 .Issuing the items in computer and physically to various department. 
12.Weekly stock checking 
 13. Any work at the time of anybody’s absence.

14   Maintenance checking/Gate pass for Maintenance/Checking of items according to the invoice/ Maintenance Purchase order/Biomedical Purchase order/EDP Purchase order according to their requisition.
15. Maintain records of goods ordered and received.
16. Prepare and process requisitions and purchase orders for supplies and equipment.

᷁᷁᷁
   Skills

              TECHNICAL:
· MS Word ,  Excel & Power Point Version 2003 & 2007
· Tally 7.2 , Saral (Win man CA ERP)
   Hobbiesα
         Listening to Music, Reading Novels and Newspaper
   Personal Information
  Name                             :  SMITHA S

  Father’s Name              :  S PRAKASH

  Date of Birth                 :  08-09-1989
  Gender                           :  Female
  Marital Status               :  Single.
  Nationality                     :  Indian
Passport detail                 : P6381512

  Languages Known        :  English, Hindi, Kannada, and Tulu. 
  Permanent Address      : “Savithri Nivas”
                                              Urwastore Ashoknagar
                                              Mangalore
Declaration:

      I hereby declare that all the details furnished above are true to the best of my knowledge and belief.
  Place : Mangalore   
  Date  15.7.2018                                                                                        

                                                                                                                  (SMITHA S)                                                                                                                                                                                                                                                           


	

	


