





[bookmark: Saurendra_Nath_________Curtis]Saurendra Nath Curtis
Date of birth: 24/06/1975 Nationality: Indian Gender: Male

CONTACT
[image: ]    Sahadevkhunta, Bhaliadang Lane, Balasore, PIN-756001 Odisha, India
[image: ]   saurendranathcurtis@gmail.c om
[image: ](+91) 6206418160
[bookmark: ABOUT_ME]
ABOUT ME
Seeking a position that can provide the steady growth and learning opportunity to practice my profession and practical experience extensively.
I am Able to handle multiple tasks on a daily basis. I am use a creative approach to problem solve.
 I am always energetic and eager to learn new skills. I am a
excellent in working with others to achieve a certain objective or time and  with excellence. And i am also experienced ﬂexible hardworking and
honest guy.

[bookmark: WORK_EXPERIENCE]WORK EXPERIENCE
03/2010 – 10/2021 
[bookmark: Administrative_Coordinator,_Logistics_Co]Administrative Coordinator, Logistics Coordinator, Supply Chain Coordinator
World Vision India
Prepare vendor data base.
Do vendor assessment.
Prepare letter for request of quotation in proper specification ( RFQ)
Quotation collection from different vendors.
Conduct meeting with purchase committee.
Vendor selection in order to lowest quote and quality. Negotiation with vendor.
Agreement of vendor.
Raise of purchase order.
Received goods and services.
Goods received note prepare. Maintain inventory and central distribution register.
.Distribution of goods
Make travel arrangements of staffs.
Address employees’ and clients’ queries (via email, phone or in- person).

Coordinate and monitor supply chain operations.
Ensure premises, assets and communication ways are used  effective.
Supervise orders and arrange stocking of raw materials and equipment to ensure they meet needs.
Communicate with suppliers, retailers, customers etc. to achieve proﬁtable deals and mutual satisfaction.
Plan and track the shipment of ﬁnal products according to customer requirements.
Keep logs and records of warehouse stock, executed orders etc. Prepare accurate reports for upper management.
Ensuring premises, assets and communications are used effectively
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[image: ]                          Responsible for overall purchasing activities for site operation in cost effective
and timely manner responsible for the entire purchasing cycle from sourcing, RFQ, PO, expediting, receiving and closure.
Coordinate & support global purchasing activities between intercompany and stakeholders Update and maintain database on purchases, materials, suppliers and costing.
Co-ordinate receipt of invoices and delivery notes for approval.

05/2009 – 02/2010 – Bhubaneswar, India
Accountant
Churches Auxiliary For Social Action ( CASA )
Helps businesses make critical ﬁnancial decisions by collecting, tracking, and correcting the company's ﬁnances. They are responsible for ﬁnancial audits, reconciling bank statements, and ensuring ﬁnancial records are accurate through out the year.
Tracking payments to internal and external stakeholders preparing budget forecasts
Processing tax payments and return. Manage all accounting transactions Prepare budget forecasts
Publish ﬁnancial statements in time
Handle monthly, quarterly and annual closings. Reconcile accounts payable and receivable.
Ensure timely bank payments
Compute taxes and prepare tax returns.
Manage balance sheets and profit and loss statements. Report on the company’s ﬁnancial health and liquidity. Audit ﬁnancial transactions and documents.
Reinforce ﬁnancial data.
Conﬁdentiality and conduct database backups when necessary. Comply with ﬁnancial policies and regulations.

09/2007 – 04/2009 – Bhubaneswar, India
[bookmark: Accountant______________________________]Accountant
Care and Share Mission
Review and analycis ﬁnancial statements, budgets, ﬁnancial reports, and business plans in order to check for irregularities resulting from error or fraud, and provide their clients with ﬁnancial advice in matters such as ﬁnancial forecasting and risk analysis. They may audit ﬁnancial data, resolve insolvency cases, prepare tax returns and provide other tax-related advice in reference to current legislation.
Complying with all company, local, state, and federal accounting and ﬁnancial regulations. Compiling, analyzing, and reporting ﬁnancial data.
Creating periodic reports, such as balance sheets,profit & loss statements, etc. Presenting data to managers, investors, and other entities.
Maintaining accurate ﬁnancial records. Performing audits and resolving discrepancies. Computing taxes.
Keeping informed about current legislation relating to ﬁnances and accounting.
Assisting management in the decision-making process by preparing budgets and ﬁnancial for ecasts.
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[bookmark: EDUCATION_AND_TRAINING]EDUCATION AND TRAINING
Bhubaneswar , India
[bookmark: Masters_in_Social_Works_________________]Masters in Social Works
Utkal University of Culture

Balasore, India
[bookmark: Bachelor_of_Commerce____________________]Bachelor of Commerce
North Orissa University

Balasore, India
[bookmark: Intermediate_(+2)_Commerce______________]Intermediate (+2) Commerce
C.H.S.E. Orissa

Balasore, India
[bookmark: 10_th___________________________________]10 th
Board of Secondary Education Orissa

[bookmark: DCA_Tally_7.2]DCA Tally 7.2

[bookmark: LANGUAGE_SKILLS]LANGUAGE SKILLS
MOTHER TONGUE(S): Oriya
OTHER LANGUAGE(S):
[bookmark: English,_Hindi_,_Bengali]English, Hindi , Bengali


Listening
C2

Reading
C2

Spoken production C2

Spoken interaction C2

Writing
C2

[image: ]
[bookmark: DIGITAL_SKILLS]DIGITAL SKILLS
[bookmark: My_Digital_Skills]My Digital Skills
Supply chain management and Fundamentals. Supply chain management and materials’ orders  / Microsoft office / Microsoft Word / Microsoft Powerpoint / Google Docs  /  Social Media  /  Instagram  / Skype / Face book, / Zoom / LinkedIn / Outlook / High adaptability to new challenges and requirements
/ Leadership Adaptability / Active listening /  Convincing skills  /  Problem solving person  /  Friendly, outgoing personality / Authorized Accountant / Learning Management / Communication and teamwork
/ Hardworking and persevering. / Decision Support Systems / decision making / communication with youth / Good leadership skills, planning / Ability to learn quickly, listen and communicate with others, correctly and motivated / Good negotiating skills / Other creativity; Customer oriented; Problem solving/ decision making skills; smart personality / Intelligent Decision System

[bookmark: ORGANISATIONAL_SKILLS]ORGANISATIONAL SKILLS
[bookmark: Very_Good_Organizational_Skill]Very Good Organizational Skill
I can ﬁnish work before a deadline and turn it in on time. .I am experienced in leading teams by assigning tasks based on team
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[image: ]Member skill sets. .Strategic planner skilled in multitasking and prioritizing work tasks to better meet client need.

[bookmark: HOBBIES_AND_INTERESTS]HOBBIES AND INTERESTS
[bookmark: Reading_Books,_Travel_,_Videography_,_Au]Reading Books, Travel, Videography, Audiography Writing (Audio Trnascriber), cricket, computer use (Work on Computer), Marketing.

[bookmark: COMMUNICATION_AND_INTERPERSONAL_SKILLS]COMMUNICATION AND INTERPERSONAL SKILLS
[bookmark: Very_Good_Personality]Very Good Personality
Active listening means listening to others with the purpose of gathering information and engaging with the speaker. Active listeners avoid distracting behaviors while in conversation with others. This can mean putting away or closing laptops or mobile devices while listening, and asking and answering questions when prompted. Dependability Dependable people can be relied on in any given situation.
This can include anything from being punctual to keeping promises. Employers highly value dependable workers and trust them with important tasks and duties..Empathy A worker’s emotional intelligence is how well they understand the needs and feelings of others. Employers may hire empathetic or compassionate employees to create a positive, high- functioning workplace.



I hereby declare that the above particulars of facts and information started are correct to the best of my belief and knowledge. All the facts in the resume are correct and truthful. I hereby declare that all the facts mentioned above the accurate, and i take full responsibility for their.





Saurendra Nath Curtis
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