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Bhavana Rajani


Mob: 00971-50-9220170
Email: bhavana_rjn@yahoo.co.uk
Objective: 
To serve the organization with the best of my 

         Abilities and to be a professional in my work.  

Educational Qualifications:  
Bachelor of Commerce from Barkatullah 





           University, Bhopal, Madhya Pradesh, India 

Computer Qualifications: 
MS Office (MS Word, MS Excel, MS Power Point)

                                             
DOEACC “O” level which includes PC software 





        
Information technology, business systems,

Accounting Package: - Tally 5.4, 6.3 and 7.2, Vissac (E.R.P.)
Work Experience: 


Total 12 Years of Experience 

Present Employment        : 
Worked as an Assistant Manager—NVOCC (Liner operations, documentation and sales and sales coordinator) with Goldline Worldwide Inc. U.A.E., dealing in Metal Scrap / contracting / construction / demolition / shipping (GLG Shipping) since January 2013 – May 2014.

Worked as an Accounts Executive with Goldline Worldwide Inc. U.A.E., dealing in Metal Scrap / contracting / construction / demolition / shipping (GLG Shipping) since January 2009 – December 2012.

Worked as an Assistant Logistics with Goldline Worldwide Inc. U.A.E., dealing in Metal Scrap / contracting / construction / demolition / shipping since June 2008 – December 2008. 

Worked as an Accounts Executive with Goldline Worldwide Inc. U.A.E., dealing in Metal Scrap / contracting / construction / demolition / shipping since May 2006 – May 2008.
Responsibility as an Assistant Manager—NVOCC (Liner operations, documentation, sales coordinator and sales) in GLG Shipping & Logistics

1. Handling all activities related to export, import, T/S container  

Manifestation and BL counter.

2. Upload of mty, T/s, laden import and laden export discharge list and loadlist on Dubai trade portal.

3. Downloading of yard inventory from Dubai trade portal.

4. Getting MRN from feeder line operators and booking of loading tanks with same.

5. Issuing of delivery order to the consignee after collection of original bill of lading or surrender B/L copy with their importer code.

6. Preparation of tank status reports (laden in port, received by customer, mty return by customer, mty or laden export back)
7. Preparation of Bill of lading with all shipper, consignee, load port, destination port and description details. 

8. Mailing the B/L’s or mty tanks movement notification to the destination port agents.
9. Processing all import, export and statistical BOE thru E Mirsal II for local and free zone clients.
10. Processing of online payments and E payments thru Dubai trade portal for shipments cleared.
11. Handling the DO counter with cash and cheque collections.

12. Assisting clientele in creation of import / export code and registering the same with E Mirsal II portal for hassle free process flow with port and customs authorities.

13. Customer service related activities like handling tele-queries from customers with regards to schedules, rates, arrivals, online processing of documents etc.

14. Doing Tele calls daily to the new clients taking all the details related to company nature of work, business type, import or export  shipments and land movements if any.

15. Meeting with clients for new business, convincing them for business to get on board.

16. Handing over booking note to customer service department with all the details of the shipment booked.

17. Handling all the Local as well as GCC land movements with documentation work.
18. Sales coordinator- getting rates from shipping lines or overseas shipping agents and quoting to the customers for booking of FOB or export shipment and in a Quotation formant and trying to get business on board.

19. Maintaining of record of customer inquiries, with their requirements and getting executed same.

20. Preparations of sales analysis report and submitting the same to the management.

21. Negotiating with the shipping lines or overseas agents for the rates.

22. All mail correspondence with relevant shipment details to both the agents and customers and regular follow up of same.

23. Preparation of shipper’s instruction/ booking note and sending the same to the overseas agent on booking of the shipment.
24. Handled breakbulk shipments from signing of contract, vessel laycan and loading of cargo on the vessel and related port payment.

Responsibility as an Accounts Executive in GLG Shipping & Logistics
1. Authorizing of vouchers in Vissac (E.R.P.) accounting package.

2. Preparation of Cash and Bank Vouchers

3. Handling Bank Transactions & Bank Re-Conciliation on fortnightly basis. 

4. Maintaining and up-dating ledgers of both Suppliers & Debtors accounts.

5. Reconciliation of all Customers and Suppliers accounts.
6. Periodically preparing outstanding statements of debtors accordingly following for payments as well releasing payments to creditors like feeder operators, transporters and Port authorities.
7. Handling petty cash, payments to staff payroll.
8. Ensuring the on-behalf-of payments and expenses are correctly booked and invoiced to the job file and job analysis.

9. Verifying the collection and disbursement report both from online accounting system and in-house accounting systems to ensure the correctness.

10. Monthly preparing voyage disbursement account on vessel/voyage wise and reporting to the Principal office.

11. Preparation/ verification of Agency Commission for Import/ Export and debit note to Principal as per agency agreement.

12. Opening of Jobs related to Sea Export, Sea Import, Cross Trade, Transshipment, Air Import, Air Export and Land Export.

13. Creating Charge Vouchers according to Expenses done for particular Job.

14. Preparing SOA (Statement of Accounts) Report for Shipping Lines against amount receivable or payable from the line including of Agency Fees, Logistic Fees, Empty Container Terminal Handling Charges, Port Storage and Detention.
15. Downloading of DP World Invoices and updating them in ledger.

16. Preparation of Cheques and other related Bank vouchers.
Responsibility as an Accounts Executive in Goldline worldwide

1. Authorizing of vouchers in Vissac (E.R.P.) accounting package.

2. Preparation of Cash and Bank Vouchers.
3. Handling Bank Transactions & Bank Re-Conciliation on fortnightly basis. 

4. Maintaining and up-dating ledgers of both Suppliers & Debtors accounts.

5. Reconciliation of all Customers and Suppliers accounts both overseas and local & UB Reconciliation.

6. Follow up with L/C documents, banking facilities viz, discounting of bills / LAFBPs.
7. Handling more then 12 branches the branch accounts over Internet
Responsibility as an Assistant Logistics in Goldline worldwide
1. Preparation of documents – Collection / L/C / DA.

2. Checking of Letter of Credit and making document according to Letter   

    Of Credit from the Bank.

3. Making of sales contract according to sales order.

4. Giving shipping instructions according to Sales Order.

5. Creating Container register.

6. Checking of draft copy of Bill of Lading.

7. Checking Letter of Credit opened by the party and making amendments as required.

8. Establish systems for monitoring of shipments.

9. Oversee tracking of cargoes to its Port of Loading.

10. Accurately enters and maintains up-to-date information on a continuous basis in the Dispatch Program.

Agrawal and Associates

  -     Asst. Accountant      
(Jan 2003 – Jan 2004)    

        Bhopal, India
 Indus Builders & Developers       -    Asst. Accounts Manager    
(Feb 2004-March 2006)                      Bhopal, India.
Responsibility as an Asst.Accoutant in Agrawal and Associates 

1. Authorizing of vouchers in Tally 6.3

2. Preparation of Cash and Bank Vouchers

3. Bank Re-Conciliation 

4. Managing the Payroll Department

5. Managing the Suppliers Bill

6. Preparation of Cash Flow and Funds Flows Statements

Responsibility as an Asst. Accoutant Manager in Indus Builders & Developers (Construction Company)
1.  Authorizing of vouchers in Tally 7.2
2.  Preparation of Cheques and other related Bank vouchers

3.  Handling the Payroll A/C

4. Maintaining Petty Cash 

5. Follow up for payments.

6. Bank Re-Conciliation

7. Preparation of Cash Flow and Funds Flow Statements

8. Managing the Suppliers Bill.

9. Maintaining and up-dating ledgers of both Suppliers & Debtors accounts.

   10. Reconciliation of all Customers and Suppliers accounts.
11.  Preparation of MIS Reports regarding customers & suppliers on every fortnightly basis.
MANAGERIAL SKILLS:

· Espousing an open culture to encourage teamwork and cross fertilization of ideas and knowledge in accordance with the policy of the organization.

· Ability to concisely deliver reports.

· Ability to work and perform under pressure situations.
 Personal Information:

Passport No.
: 

F4395041
Nationality: 


Indian

Marital Status:
 
Married
Date of Birth: 

16th May `1979

Linguistic proficiency: 
English, Hindi and Sindhi  

Visa Status: 

Employment Visa 
Present Address:  

206, Sharjah Humanitarian Building,




          Sharjah International Exchange
Al Arooba Street, Rolla, Sharjah


            
Driving License: 

Validity 2019
