


VAISHALI M NANDA
ADD: 05, B/3
Sethiya Nager, Sakinake 90ft,
Andheri(E), Mumbai: 400072
Mobile: (+91) 9769519161
Email: Vaishali.nanda90@gmail.com



CAREER OBJECTIVE:
I am looking ahead to work in a professional, growth oriented organization, where in one can make significant contribution to the success of the organization. Seeking a position that involves creativity, challenges and that provides me, an opportunity to constantly strive to explore, innovate & excel in attaining organizational and my individual goals. A consistently dependable team player, I can thrive in a high-pressure environment, enjoy the challenges of meeting deadlines and working in a team



· Working as “Associate Vendor Manager” with Shakti Enterprise from June 2019 to till the date.
Key Responsibilities:
· Searching and on boarding the native & non-native translators to build our vendor’s data base.
· Updating the database by entering new translator details on a daily basis.
· Sending the sample translation to validate the translation quality and ability of transaltos.
· Coordinating (through emails & calls) with the translators, voice over artist, & agency.
· Coordination with translators to sharing SOW and lineup the resources (translators) on the live projects.
· Handling an Interpretations task as per the project requirement.
· Database Management for freelancer & Vendors are nothing but to add or remove the translators who will be assets for our company.
· Coordination with translators in terms of commercial, deadline and connect with Project manager to execute the projects.

· Working as “Accountant” with Welhome Solution from June 2018 to Nov 2018
Key Responsibilities:
· Maintaining day-to-day cash inflows and outflows.
· A voiding outstanding expenses and managing the petty cash.
· Using accounting tools wherever necessary
· Coordinated with CA for taxation
· Handling Administration activity.

· Working as “Executive Manager” with JMRW from Feb 2017 to Jan 2018.
Key Responsibilities:
· Administration Activity 
· Recruitment process 
· Coordinated with employees as well as clients.
· Assist & Support internal audit.
· Looking online Trading activity of commercial Vehicle.

· Working as “Executive” with O.K. CARGO CRAFT PVT LTD from March 2016 to November 2016.
Key Responsibilities:
· Handling forwarding & Admin.
· Checking all admin, Selling & distribution bills, Service bills recording in the system & process for payment.
· Freight forwarder
· Assist and support internal audits.
· Imports & Exports bills booking.


· Worked as “Vendor Manager” with Vox Box from December 2014 to January 2016.
Key Responsibilities:
· Hiring freelancer for project as per the client’s requirement.
· Searching the freelancer from offline/online for project to deliver the client
· Database Management for client as well as freelancer 
· Account management for client as well as freelancer 
· Track record of all finance of the company (Service tax, Income Tax) 
· Handling client for Project (HR & Finance in MNC, Locale Indian company, some Multination company)
· Project budgeting for clients and freelancer
· Making Invoice and PO for client and freelancer
· Online payment tracer for company 
· Delivery of project in given deadline to the clients 
· Mentoring and developing the project for clients 


EDUCATION BACKGROUND:

	Course / Degree
	Institute / Board
	Year of Passing
	Grade

	PGPM (Finance& HR)
	IBS Business School
	2014
	6.11

	BMS
	SNDT University
	2011
	57

	H.S.C
	Maharashtra Board
	2008
	52.33

	S.S.C
	Maharashtra Board
	2006
	62.93



EXTRA QUALIFICATIONS:
· Basics (MS-Word, MS-PowerPoint, MS-Excel) Internet Concepts.
· Cool edit pro.

STRENGHTS
· Good team player.
· Managing relationships.
· Good Analytical Skills.
· Strong Interpersonal Skills.
· Creative Thinker.


Personal Details

Date of Birth			:	05th November 1990
Marital Status			:	Single
Nationality			:	Indian.
Languages Known		:	English, Hindi, Gujarati
Contact No			:	9769519161













DECLARATION
I hereby declare that the details furnished above are true to the best of my knowledge


Mumbai:
Date:											Sign: (Vaishali Nanda)
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