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Career Objective
Seeking an entry level position in Logistics/warehousing/supply chain industry to achieve an enriching career in a well established organization where my skills and capabilities can enhance and add value to the organization. 
Educational Qualification
May 2014
MBA (International business)



UNIVERSITY OF PUNE

Jun 2012 - 
BBA (Human Resource Management)


UNIVERSITY OF CALICUT
Professional Experience
· Worked at Logistics pvt ltd, Wellington island , Cochin 
as LOGISTIC ASSISTANT for 6 months.
Roles and Responsibilities
· Checks all invoices for logistics services against service requests made fromthelogistics

office. Verifies, summarizes and submits invoice package to the supply/logistics officer for certification.

· Submits payment requests for logistics services. Allocates various costs to the requesting programmes. Requests funds from programme budgets to enable payment.

· Monitors the status of incoming international supplies, status monitoring and correspondence with the central Supply Division. 

· Liaison with users/customers in order to organize reception of goods. If goods are not going directly to user/customer, the assistant will organize safe reception in the organisations warehouses

· Supervises the day to day activities of the organisation-appointed clearing agent. Keeps them informed of all inbound shipments and ensures that all documentation necessary for clearing is provided to the forwarder. Follows up with the central supply office for provision of exemption requests.

· Monitors and summarises all expenditure and provides activity report to the supply/logistics officer.

· Processes logistics requests from programmes and ensures follow-up action completed.

· Executes additional administration tasks at the request of the supply/logistics officer.

· Provides goods status reports to concerned programs and to the logistics unit at national level.
· Worked at V-GUARD industries Ltd for , Cochin for one month up on summer project.
Key Skills

IT Skills

· Microsoft Office

· Tally

· Peachtree

· C++

· Computer Hardware

Communication Skills

· Good level of Spoken and Written English, Hindi, Malayalam

· Arabic (Read & Write), Tamil (Speak).

Numeracy Skills

· Sound knoweldge in Accounting

Social skills: 

· Good communication skills and the ability to work towards departmental goals with a high level of autonomy.
· Very reliable, discrete, and with the ability to professionally handle topics with a high level of confidentiality. 

· Ability to deal confidently with a wide range of internal and external stakeholders 

· Ability to hold and respect deadlines 

· Reactivity and adaptability
· Ability to work effectively in a multi-cultural environment 

· Ability to work in a team and to promote team work.

Achievements
· Completed BBA by scoring A Grade in all subjects in the final semester
· Completed BBA with Human Recourse Management Specialization with A Grade
· Summer project at V-GUARD industries Ltd, Cochin.

· Selected among the best coordinators in school and college level events.
Personal Details 
Nationality      :       Indian

D.O.B             :        26/07/1991
Marital status:        Single
Visa Status      :       Tourist Visa 
Declaration
I hereby declare that all the information provided in my resume is true to the best of my knowledge.
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