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Objective
To attain a position as an Accounting /Administrative Assistant area with the scope for professional development and collaborative work 
[bookmark: _GoBack]Experience
Walgreens Corporation – Deerfield, IL	          August 1991 – November 2012
Purchasing Coordinator  - Merchandising/Consumables 
Assisted buyers and facilitated strong relationships with vendors and business deals.
Vendor set up, Item set up.  Assist the vendor for sales report in excel format. 
Manage and organized communications for team of 2 people. 
Answered phone calls, set up meeting in Calendar (Outlook) for Managers and performed administrative duties.
Generated various reports and sent excel spreadsheet to vendors.
Accounts Payable Clerk 	               
Entered invoices into AS400 system, processed checks, verified and sent to vendors.
Payroll Clerk 
Verified Employee’s hours from Store Payroll sheets.
 Tracked & resolved issues related to payroll for 6,000 stores
Third Party Accounts Receivable   	 
Processed third party insurance claims. Resolved issues.  
Resolved issues & billed clients.
Samson Rolled Formed Products Company- Skokie, IL
Cost Accounting Clerk	               April 1988-June 1991
Estimated the cost of the finished product with raw material cost, labor hour.
And figured out the profit of the finished job.  Also keep record of Inventory.
Performed other clerical duties 
Education
Metropolitan Business College, Chicago, IL	                
Associate Degree 
Major: Business Law 
Fergusson College- Pune, India 	                
Bachelor of Arts 
Major: Politics, Psychology
Skills – Intermediate Microsoft excel,  Microsoft word,  Outlook
Multilingual: Hindi, Gujarati, Marathi, English. 
Proficient in Microsoft Office 
Word Processing Speed: 40/45 per minute.

Reference 
Available upon request.
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