AMANY.623@2freemail.com   
Dear Sir/ Madam,

I respectfully refer your attention to the attached resume as a first step in exploring the possibility of employment in your firm and I hope that my qualifications meet your requirements for the position you are offering.

I strongly believe that I have set of skills that present my experience, trainability, and drive to succeed. At this time, I am seeking an opportunity to put my skills and experience in a progressive and challenging environment that offers the possibility of advancement. I have over than 10 years’ of a very successful experience in, , Logistics, shipping, Documentation ,Customer service & secretarial 
I draw your attention to the fact that I possess good written/verbal English & Arabic communication skills and the ability to prepare reports.  In addition, I have excellent inter-personal abilities and an aptitude for strong leadership and team building.  I work effectively within a team atmosphere and get along well with all personality types. Given the opportunity, I am sure you will find me to be a reliable, industrious and competent addition to your workforce.

I am looking forward to meet you in near future to discuss any other information that might relate to your needs and play a role in serving your firm in an efficient and effective manner.

AMANY 

objectives

Using my professional and interpersonal skills for the advancement of the organization and gaining more practical experience. 
Education

· Bachelor of Arts, Department of Greek & Roman monuments 1999  Alexandria University . 

EXPERIENCES 

From 2006 – till now 

· Sharaf Shipping agency – UAE

Documentation and customer service, import department.

Delivery order section.

From 2005 till 2006

· Accr shipping line – Egypt 

Documentation and customer service, export .

(logistics department)
From 2002 till 2005

· First union INT'l freight forwarder and liner services – Egypt 

Documentaion and customer service, export and import 

(logistics department)

From 1999 till 2002

· First freight INT'l freight forwarder – Egypt 

Documentation and customer service, export

( logistics department ) 
Duties & Responsibilities   

· Following customs clearance procedures with brokers and solve any problem may occur
· Following shipments release.

· Handling import and export shipping documents and process.

· Bill of lading processing.

· Cargo manifests electron data entry and manual processing.

· Delivery order processing. 

· Generate work orders. 

· Transact and update shipments out and in the computer system.

· Follow up and advice the customers on shipments status. 

· To be the contact point for attending customers enquiries, request, complaints and feedback.  

· Liaise with both internal and external parties on cargo movements and rate request.

· Responsible for correct and proper issuance of import and export documents (bill of lading, invoices, arrival notice, delivery orders and manifest). 

· Handling the administration works .

· Managing filing systems .
skills 
Personal skills:  
· Can deal with modern technology.

· Have the ability to work with programming and software applications. 

· Highly capable of self-learning.  

· Capable of working within a team, and individually.

· Punctual and able to meet deadlines.

· Eager to learn new techniques to improve myself  . 

Computer skills:

· Microsoft Office.

Language skills:

· Arabic (Mother tongue).

· English (Good command of both written and spoken).

