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Objective: To build a career in the financial sphere where my knowledge and skills will bring opportunity, reward and growth to the company and to make a constant endeavour to learn the organization and contribute towards it.


Education Credentials
              	
· Master’s in Business Administration- (Finance & Indirect Taxation) from Symbiosis Centre for Distance Learning, Pune						        	                                        
· Bachelor Degree in Commerce-(Hons.) from Dayalbagh Educational Institute, Agra 							      	         			  


My Career Credentials;

Since March ‘2019’ to at present with AJM Kooheji Group B.S.C. (C) –Commercial Air-conditioning/ Home Appliances Division, (Bahrain) 

Career Graph;

· 2019 March - Joined AJM Kooheji Group B.S.C. (C), Bahrain as Sr. Commercial Executive.

Roles and Responsibilities;

· Drafting Agreement and coordination with legal team for legal clauses vetting.
· Project booking, monitoring in system, Controlling & closing of projects in system as per company guideline & policy.
· Ensuring the adherence of SOP being followed by the team.
· Arrangement & tracking of all kind of Bank Guarantees.
· Project Invoicing & revenue recognition.
· Recording & maintaining the booking & billing data.
· Import/Shipment Clearance activities.
· Receivable Management 
· Vendor Management 
· Inventory Management 
· MIS/Reporting
· Audit Support

Projects: - Below are the list of some projects wherein I’m commercially involved.

· Bahrain International Airport Project for video wall- BD 1,255,000
· Union Gulf investment (Al Mas Tower) – BD 260,000
· Bahrain Electro-Mechanical Company – BD 490,000
· Orchid Tower – BD 600,000
· Lama Real Estate- BD 260,000
· Lagoona Beach & Resort- BD 280,000



Since December ‘2017’ to February’ 2019 with Voltas Limited – TATA Enterprise Domestic Project , Delhi (India) 

Career Graph;

· 2017 December - Joined Domestic Project Division of Voltas Limited as Commercial Executive. 

Roles and Responsibilities;

· Checking & Approval of customer order after ensuring the correctness of order documents.
· Adaption and Application- Responsible for adherence and application of company standard guidelines for business execution.
· Business Review Analysis- Analysis of company growth and Personal performance in terms of their targets and achievement over the years vs. Last year performance.
· MIS Reporting- Responsible for preparation and reporting of various MIS reports. Eg. Daily Collection Report, Outstanding review report, Collection Forecast report, Sales Register, Stock Register and Target vs Actual performance Report.
· Bank Guarantee and Insurance 
· E- Way Bill: Responsible for arranging of E-way bill for timely delivery of material to client.
· Reconciliation- Responsible for account reconciliation and settlement of dues if any with customer. 
· Other Activity: - Outstanding Review, Adjustment, Sending Proposal for write off/ Provision for bad debts, client visit for their account reconciliation and dues settlement, LC processing, Sales return activity, Form C Follow-ups.


Since November ‘2014’ to November ‘2017’ with Siemens – Building Technology , Gurgaon (India) 

Career Graph;

· 2014 November - Joined in Commercial Trainee Programme. 
· 2015 November - Promoted as Junior Executive – BA – Project Execution in Building Technology Division.

Roles and Responsibilities;

· Order Acquisition/Tender vetting & preparation of deviation on commercial terms & condition of tender documents/customer contract.
· Project Execution/ Order Booking in SAP
· Project Monitoring & closing of projects
· Settlement of ICB transaction
· Receivable Management 
· Vendor Management
· MIS/Reporting
· Project Monitoring 
· Audit Support 

Projects;

· Part of tendering activity of big order from Ms. HCL Technologies. We have received a total job of 150’ INR from Ms. HCL Technologies for PAN India.
· Part of tendering activity of big order from Ms. Shapoorji Pallonji. We have received a total job of 240’ INR from Ms. Shapoorji Pallonji for 500 beded hospital, Saifai.
· Part of tendering activity of big order from Leighton Contractor. We have received a total job of 73’ INR from Leighton Contractor for DLF Camellia, Gurgaon. 

From 2013 till 2014 October with Delta Troops Pvt. Ltd 

Career Graph;

· 2013 June – Joined as Accountant for managing accounts services for Gurgaon.

Roles and Responsibilities;

· Project Execution – Responsible for customer invoicing, payment collection, keeping record in “Tally”, vendors invoice process and payment to vendors. 
· Taxation - Responsible for making service tax file for depositing service tax.
· HR Responsibilities - Responsible for salary disbursement to employees with a strength of above 500 employees
· MIS Reporting_ Responsible for making master tracker file to get complete overview of business.


Technical Knowledge

· ACCPAC - SAGE
· SAP
· TALLY ERP 9
· MS Word/Excel/Power Point
________________________________________________________________________________



Personal Information

· Date of Birth – 14th February 1994
· Email ID – satnam.suthar@gmail.com
· Current Location – Bahrain
· Current Active No – (India) +91 9560180922 
			(Bahrain) +973 38802858
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