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OBJECTIVE


· To Seek a Responsible Position and aspire for Job Satisfaction by making each step Learning Experience.
PROFESSIONAL EXPERIENCE
Since  2011 to 2014 
Seasky Shipping  India Pvt Ltd- Sr. Customer service & Sales co-ordinator
· Rates negotiation with coloaders and shipping lines. 

· Sending quotations to customers for Sea ( LCL /FCL) - Air Import – Export shipments. 

· Regular Follow up with customers for rates quoted or new enquiries. 

· Coordination with operations and documentation team for further updates of bookings and arrivals. 

· Coordinating with sales team for their client for shipment, sending quotations to them for their AIR-SEA Import – Export shipments.

· Keeping regular update with clients for new shipments. Updating with overseas for any imports shipment.

· Seeking new and retaining existing customers through tele calls and regular follow ups. 

· Updating and sending weekly reports of enquiries handled and onboard shipments to management. 

Since 2009 to 2011 
Wordage Express Lines India Pvt Ltd- Customer service.

· Promotions and advertisements through emails and telecom of various trade lanes  for revenue generation.

· Handling all communications for SEA shipments from stage of enquiries till arrivals.

· Sending regular updates and documents to customers.

· Opening job files, manifestations, follow up with shipping lines for arrival details. 

· Preparing and sending freight invoices to customers.
Since  2007 to 2008 
with Unitex India (India) Pvt Ltd – Jr. Customer Service Executive

Roles & Responsibilities:- 
· Handling all communications for SEA shipments for documentation process.

· Follow up for arrival details. 

· Updating details in software/systems for easy reference of other departments. 

· Opening job files, manifestations, follow up with shipping lines for arrival details. 

· Preparing and sending freight invoices to customers. 

Since  2006 to 2007 

with “HDFC Home Loan, Ram Maruti Road, Thane - Receptionist 
Roles & Responsibilities:- 
· Welcome visitors, determine nature of business, and direct visitors to suitable employee
· Answer incoming telephone calls; operate PBX and multi-line telephone system
· Receive, sort, and route mail
· Order, receive, and maintain office supplies

· Co-ordination with Branch offices
· Provide data support to all departments
EDUCATIONAL QUALIFICATIONS:

	Examination
	University
	Year of Passing

	B. A. (Political Science)
	Mumbai University
	2006

	H.S.C.
	Mumbai University
	2003

	S.S.C.
	Maharashtra Board
	2001


IT Skills:
  MS – Excel, Word, Office, Power Point.
PERSONAL PROFILE


Date of birth:
               18th Aug 1985
Sex:                                    Female

Nationality:                    Indian

Marital Statuys : 
Single 

                             Languages Known:      English, Hindi & Marathi
STRENGTHS




· Quick learner & Hard Working
· Good Individual and Team Player
HOBBIES




· Reading Books 

· Classical Dancing
EXTRA-CURRICULAR ACTIVITIES





· Participated in Theatre Drama for Inter College Competition from Ruia College, Matunga.

