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CV No: 923370
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686
Objective
Seeking a position as Shipping and Logistics with a reputed organization & to achieve excellence in the Import and Export arena, by constantly taking up challenging assignments and continuously upgrade skills to keep pace with the rapidly changing environment.

· Profile



· 5+ year’s good experience in Shipping& Logistics.

· 5+ Years good experience in Logistic Documentation.

· Professionally qualified with a Bachelor of Business Administration.
· Supervising shipping&logistics responsibilities efficiently.
· Excellent communication skills in English.

· Well organized, reliable, self-motivated & pro-active.

· Strong time management skills & can work under pressure to meet deadlines without compromising quality of output.

· Ability to work under minimal supervision and report to top management.

· Good knowledge in import and export.
· Good Presentation Skill in MS-Office (Excel, Word).

· Educational Qualification:
· BBA (Bachelor of Business Administration)
FromBharathidasan University, India.
· Technical Skills:
Operating Systems
Windows 2000/XP
Packages

Tally& Navision.
Application

MS Office (Word, Excel)

Professional Experience Details:
Working as shipping and logistics supervisor in us (Group)
In Dubai.Oct 2011 to Oct 2012.
Shipping Responsibilities 
· Prepare the draft L/C & annexure and conform supplier and submit the bank.
· Reviews L/C documents to determine compliance with international standards.

· Verifies terms of credit, such as amount, insurance coverage and shipping condition to determine compliance with established standards.
· Prepare L/C under types Incoterms like Ex: FOB, CIF, CFR, and EX WORKS.
· Verify the L/C details and get conform from head office.

· Receive the bank intimation and prepare to send bank.
· Prepare the TT payment request.

· Coordinates and executes all domestic/ International export and import shipments.

· Coordinate withwarehouse& Logistics staff.

· Coordinate with 3 PL staffs.

· Coordinate with buyer and accounts and related conduct.

· Handle the overseas shipment tracking system to ensure that receives real time status information and update reports.

· Monitors delivery schedules and coordinate with logistics division.

· Handling all type of Import and Export JAFZA related documents.

· Verify the supplier Invoice, Packing list, C.o, B/L and D.O.
· Send alloriginal documents forward to shipping clearing agent.

· Prepare the indemnity bond.

· Dispatch all original documents forExport overseas customs clearance.

· Requesting the freight invoice from forwarder.

· Prepare the debit note for overseas branch.
· Prepare the credit note for overseas branch.

· Prepare the shipment insurance document.
· Maintain the shipping log in excel report.

· Make the daily shipping clearing report.

Logistics Responsibilities:
· Plan & Organization incoming and outgoing shipment.

· Coordinate with shipping department on schedules & buyers for Central Purchase Order and ensure that all the shipments are planned prior to receipt.

· Schedule unloading of the inbound shipment, physically inspect & ensure all necessary steps (match container details against invoice, take picture of the container seal, etc…) are taken care off, before offloading the shipment.

· Arrange to store the goods in the warehouse in a scientific and orderly manner according to reference numbers, brand names etc., in order to keep an overall control of stocks & ensure that the products are bar-coded and binnedefficiently.

· Supervise the picking, pre-retailing and packing of goods as per the Sales Order Pick List and reduce the lead time in the delivery of goods requested, by the Sales team.

· Arrange goods to be dispatched in an organized and timely manner to ensure delivery of goods within the agreed time frame.

· Ensure timely identification of excess, shortage and damaged products for reporting.
Worked as Logistics Documentation Executive inProlink Logistics. L.L.c., in Dubai.Jan 2007 to Sep 2011.
Work Responsibilities:
· Coordinates and executes all domestic/ International export and import shipments.

· Work closely with all customers and ensure that shipment.

· Facilitates and expedites communication between clients and suppliers.

· Customer service related activities like handling tele queries from customers with regards to schedules, arrivals, online processing of documentation etc.

· Oversees material tracking system to ensure that customer receives real time status information and reports as needed.

· Prepare the JAFZA related Sea Freight Documentation.
· Prepare the D.P.A charges.

· Prepare the Customs Claim Documents.

· Coordinate with senior staff.

· Prepare the Invoice, Packing List & Certificate of Origin for clearance.

· Handling the Delivery Order counter with cash and cheque collection.
· Prepare the monthly Container details.

· Timely and prompt response to the mails, else providing interim replies followed with updates.
· Preparing load list, export cargo and freight manifest and dispatching the same to discharge ports.
Personal Profile:

Date of Birth
: 19.04.1981


Languages

: English, Hindi, Tamil & Malayalam


Nationality

: India

