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                                                       CHRISTOPHER DAVID   
                                        Mobile: 09977303013 ~ Email:  christopher.david03@yahoo.com
 

PROFESSIONAL SYNOPSIS



· A dynamic professional with nearly 12 years’ experience in the area of Finance, Administration, logistic, Procurement, , Vendor management, Marketing, Business development, & demonstrated a proven record of effectiveness in developing business, processes and solutions that contribute to growth initiatives. 
· Proficient in developing and managing complete project operations including operation & maintenance, vendor development, purchasing, transportation and asset management and successfully delivering of work.
· Excellent skills in team building, organization building capability and proven abilities in managing operations involving decision making, information management and problem-solving.
· Proficient implementation and oversee administrative support services such as office maintenance, asset maintenance, Purchase & logistics responsibilities.
· An effective communicator with excellent interpersonal & relationship management skills.
CORE COMPETENCIES

                          Finance, Procurement & Administration
        
   
  Marketing, Business Development    
                                  Team Management                                                                         Strategic Planning
Finance / Accounts
·  Maintain a high accountability standard in keeping the books of project accounts with quality and integrity.
·  Provide support in annual planning and budgeting of the project.
·  Provide financial support to the program related activities.

·  To have financial control over the budget and expenditure and adhere to the system/requirements of the organization.

·  Provide financial guidelines to accomplish targets in the community where we are working and train the CBOs/SHGs.
· Convert programmatic costs into financial costs and input them into LEAP budget template

· Review all program proposals on costing and bring attention of the PM/PO on compliance to all statutory requirements i.e. TDS, Service Tax, FCRA requirements etc. that may be involved while implementing these activities

· Generate periodical (weekly) Financial Reports, and share the information with progressive comments with PM/PO for improvement/rectification or correction as the case may be.

· Generate monthly, quarterly and annual reports as per FFM and National Office requirements and upload the same in FRD in Lotus Notes.

· Ensure accuracy and timeliness in financial reporting to PMO/NO

· Ensure all Internal/GC and External Audit recommendations are complied with and adhered to closure of all audit 
issues to be initiated as per guideline.

· Efficient, timely and value added financial analysis is carried out.
Logistic, Procurement & Administration
· Provide leadership to the purchase committee and ensure that the procurement policies and procedures were implemented appropriately in terms of requisitions, bidding quotes; proper analysis and ensuring that quality of the goods & services procurement are as per standards.

· Maintenances of Assets of the organization.

· Responsible for all procurement related to organization and Program and ensure that services and goods so goods & services reaches the target area in timely manner.

· An individual in this position usually prepares program budgets, facilitates several programs around the company, controls inventory.
· Assist the manager in organizing, planning and implementing strategy

· Coordinating their daily operations
· Provide assistance in the procurement and delivery of supplies
· Assist in conduct of Market research for goods and services.
· When required prepare documents for importation and export of project consignments and arrange transportation, ensuring cold chain requirements where necessary.
· Participates in tender pre-bid meetings, and other inter organizational meetings
· Perform other related duties and replace colleagues, as assigned by supervisor.
· Support in either buying or disposing decision of any of the company assets / scrap

· Management of office space, conference room booking and manage multi-office administration activities
· Monitoring of Rent, capex requirements & monthly expenses like stationery, courier, Security etc
· Handling of Petty cash and preparing bank reconciliation statement.
· Supervision & Monitoring of construction work with engineers.

· To assist the office staff in IT related services and serve as a point person for IT related issues.

Client Relationship Management / Team Management

· Managing customer centric operations and ensuring customer satisfaction by achieving the delivery & service quality norms. Maintaining healthy work environment and inculcating bonded teamwork with high work ethics. 

· Motivating and guiding the team members for achieving the target on a consistent basis.

· Driving cross-functional team in developing and designing training content, PnP mapping and infrastructure for the process including communication plans.
Marketing / Business Development

· Team player that successfully interacts with several department of the origination.
· Driving business growth through identification & penetration of market segments for attainment of targets with a view to optimize revenue/saving
· Implementing company promotions plans & new concepts to generate sales for achievement of targets; coordinating the promotional activities for new activities & special purchases.

· Identifying, qualifying and pursuing business opportunities through market surveys as per targeted plans and through lead generation.
· Interfacing with suppliers for sourcing of products including analysis of pricing parameters & profit margins, to secure the best interests of the organization. 
PROFESSIONAL EXPERIENCE



April’14 to Present–World Vision India, Indore, Dewas & Sagar, Madhya Pradesh (Based) as Finance Coordinator
Role:
Compliance to Internal Control systems and statutory requirements:
· Ensured financial resources utilized more effectively and efficiently according to the financial standards of World Vision.
· Maintained Ledger entries in Sun6 on a daily basis. Ensure accuracy & timeliness. Scrutinize all bills/vouchers and documents as per standards and getting the same approved as per LOA. 

· Checked Petty Cash register and ensured balance cash arrived, tallied and entered in Cash Balance Register on daily basis.

· Filed all financial documents & records in such a manner that they are safe and free from all possible damages caused by rodent, pests and natural calamity to provided good audit trail.

· Coordinate with payment department for processing payments to vendors.
· All payments are made after preparing cash voucher by using the Voucher Interface and approved as per LOA in accordance with WV Policies
· Going online and update bank payments every day. Review the BRS prepared by Coordinator – Supply Chain.

· Advances after settling the previous one. No two advances simultaneously to any one at any point of time.

· Deduction of tax as applicable and book it by using appropriate vendor codes fixed by National Office.

· Send Service Tax details to PMO/NO on or before due date.

· Issued TDS certificate (Form16A) to vendors on time and take acknowledgement (with date) in office copy for record

· Ensured compliance on all FCRA requirements in project. Ensure there is no mixing of Global and local fund

· Carry out Control Self-assessment twice a year and upload in database.

· Ensured all Internal/GC and External Audit recommendations are complied with and adhered to closure of all audit issues to be initiated as per guideline
· Ensured compliance to the financial policies and standards of the organization. 

· Maintained a high accountability standard in keeping the books of project accounts with quality and integrity 

· Provided support in annual planning and budgeting of the project. 

· Provided financial support to the program related activities. 

· Provided financial guidelines to accomplish targets in the community where we are working and train the CBOs/SHGs. 

· Equip CBO’s in designing and practicing accounting standards for sustainability of the programs 

· According to the budget schedule make project related payments and produce records for verification. 

· Prepared reports for Internal Audit and External Audit 

· Having financial control over the budget and expenditure and adhere to the system/requirements of the organization.
· Handling three GRANT FUNDINGS Project (Japan, Hong Kong & UNICEF) at a time in World Vision.
· Handling multi project (4 #) at a time and giving financial (Budget around 6 Crores) and administrative support based at Sagar.
Financial Accounting & Reporting.
· Maintained Ledger entries in Sun6 on a daily basis.

· Reconciling of asset data as per Sun System and send the data import sheet to Finance Manager  

· TDS Template: - Reconciled with Sun System (230A/C) and Completed in all respect be sent to Manager Finance on or before 30th of every month.

· Filed all financial documents & records in such a manner that they are safe and free from all possible damages caused by rodent, pests and natural calamity to provide good audit trail.
Budgeting and Monitoring the budget.
· Provided input in the Preparation of Cost & Program effective Annual Budget as per leap standards and in amending the existing budget and get it approved as per LOA before implementation.

· Budget Variance Analysis Report to Program Manager on monthly basis highlighting the variance of +/- 10% on all YTD budget and advice Funding needs by taking into account the balance cash on hand.

· Actively participate in  all Purchase Committee Meetings and monitor all purchases as per purchase guidelines 

· While visiting field (two visits in a month) check Distribution Register with the Inventory Register maintained at the ADP office.

· Ensured physical verification of assets by the Project twice a year (end of Sept., and March) and approved by program Manager.
Capacity Building
· Organized group training for CBO/SHGs on bookkeeping and local statutory compliance.

· Trained Coordinator – Supply Chain as second line to Coordinator - Finance

· Constantly on the lookout for promising candidates and recommend to Management
Feb’12 to March’14 – World Vision India, Bilaspur, Chhattisgarh (Based) as Logistic Coordinator
Role:

· To implement and oversee administrative support services such as office maintenance, Purchase, Logistics and HR. 

· Responsible for the maintenance of the office supplies, storeroom, security procedures for the safekeeping of the assets and possessions.

· Responsible for all purchase related to ADP and Program and ensure that services and goods so purchased reach the target area in timely manner.
· Negotiate with vendors for pricing, quality and service to meet corporate objectives.
· Understanding of all aspects of cost & cost drivers and the ability to use that knowledge in negotiations
· Communicate with Program Managers, Senior staffs, cross-functional team to provide expert commodity knowledge and technical assistance as well as to lead cross-functional team in common goals
· Release P.O. in a timely manner and maintains effective material flow of the organisation, World Vision India ADP bilaspur office.
· Managing of project, purchasing & administrative functions including tender, subcontractors Work.
· Provide leadership to the purchase committee and ensure that the purchase policies and procedures are implemented appropriately in terms of requisitions, bidding quotes, proper analysis and ensuring that quality of the goods purchased are as per standards.

· Provide hospitality and arrange for conveyance for visitors and guests to the ADP and maintain good public relations.

· Handling of Leave Files, attendance register, permission register and Personal files related to ADP staffs. 

· Maintenances of Asset of the ADP.

· Handling of Petty cash and preparing bank reconciliation statement.
· Supervision & Monitoring of construction work with engineers.
· Responsible for renewal of AMC, Insurance, Lease deeds and agreements.

· Provide support for Staff spiritual Care by assisting in organizing Staff retreats and Day of Prayer.

· To assume additional responsibilities for Finance in absence of the finance officer.

· Assist CRS staff while identifying children and taking digital pictures for new additions and replacements.

· To assist the ADP staff in IT related services and serve as a point person for IT related issues.
Notable Attainments:
· Major Supplier: Godrej, LG, National Seed Corporation, HP, Hero Honda, TVS, Airtel, HCL, Dell, Easy day Bilaspur.
April’11 to Feb’ 12 with Telecom (Reliance Communication Ltd., Katni, Madhya Pradesh (Based) as Territory Channel Executive 
Products: CDMA & GSM Sim Services, Mobile Handsets, & Data Cards.
Role:

· Managing company’s major product line includes CDMA & GSM business.
· Handling Channels (2) Distributers & (12) Spokes & Retailers activities and identifying  networking with prospective clients (Distributors & Dealers); generating business from existing accounts; achieving profitability and increasing business growth.
· Analyzing marketing trends and tracking competitor’s activities; providing valuable inputs for product enhancement and fine tuning all purchases & marketing strategies.
· Establishing strategic tie-ups with financially strong & reliable channel partners for promoting high value products to gain more Gross Revenue.

· Monitoring whole territory and administration activities: implementing effective strategies to maximize territory coordination and accomplishing revenue & collection of maximum output.
· Handlings of 5 Dse’s for marketing enhancement and setting the route wise targets, monitor and control the working of them and back-end activities and process.
· Responsible for setting primary & secondary target and work with distributor for achievement. Maintaining adequate SKU wise stock level at distributor end, generating the orders and make delivery of goods on time to retailers.

· Ensuring seamless delivery of quality products & services in the market.
· Motivating, training & monitoring the performance of team members to ensure efficiency in operational activities and meeting of individual & group targets for time to time growth.
Aug’08 - Apil’11 with Telecom (Bharti Airtel Services Ltd., Jabalpur, Madhya Pradesh (Based) as Senior Officer
Products: Corporate Landline Business (PRI Lines), Broadband & Postpaid Sim.
Role:

· Promoting & Handling of company’s major products (Landline & broadband) PRI Lines through small medium enterprises.
· Managed SMB business & general administration of Jabalpur HQ; set up new operations to the branches & provided innovative ideas to the growth of sales.
· Carried marketing activities for achieving Corporate Landline, Mobility & Broadband for SMB business.

· Attending Daily review meeting with seniors for business development of the company.    
· Daily tracking of pulses & revenue. Making plans to enhance the same.

· Managing team force application for tracking data for Customer Support Department.
· Successfully managed vendor payments ensuring healthy business relations with vendors and Airtel Officers.
· Responsible for promoting high value products to gain more Gross Revenue.
Notable Attainments:
· In a short time I have successfully completed several business including; Shriram Finance, Hari Bhoomi News Paper, Garmin Bank, National Hospital Jabalpur. 

EDUCATION



2017     
Post-Graduation Diploma in Computer Application (PGDCA) from Makhanlal University, Bhopal (M.P.)
2011     
Post Graduation Diploma in Operations from Indira Gandhi National Open University, Jabalpur (M.P.).
2010      Post Graduation in Commerce (M.Com) from Rani Durgawati Vishwa Vidhyalay, Jabalpur (M.P.).
2008      Diploma in Management from Indira Gandhi National Open University, Jabalpur (M.P.).
2006
Bachelor of Commerce (B.Com) from Rani Durgawati Vishwa Vidhyalay, Jabalpur (M.P.).
Other Course Completed:

· Computers Application course covered in graduation from Rani Durgawati Vishwa Vidhyalay, Jabalpur (M.P.).
· Proficient in Software & Internet Applications.
Certificate Course Completed:
2018  - Logistics for Health Commodities from Global Health eLearning Center.

2018 – Gifts in Kind from World Vision India.
PERSONAL DETAILS



Date of Birth:

03 May 1985
Languages Known:
Hindi & English
Permanent Address:
Flat No.-6, Sarthak Enclave South Civil Line, Jabalpur – 482001, Madhya Pradesh.
Father’s Name:

Mr. S.M. David
Religion
              Christian
Gender


Male
Marital Status:

Married 

Current Location:
Sagar (Madhya Pradesh)
 Date: 07/Dec/2020      
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 Current Place: Sagar                                                                                                                              Christopher David 

