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Mobile
: C/o 971504973598
E-mail:  anurag.204008@2freemail.com 

Meant For:
· Seeking a position in a company where acquired experience and knowledge can be utilized properly.

· Looking for a position in a company where there is enough scope to contribute in the development.

·  Seeking a job that can provide ample scope to face new challenges.

· Seeking for a job in Export-Import industry that can offer a steady growth and new responsibilities.
Achievement: 


· Accumulated valuable information while working with Export-Import Industry.
· Accumulated valuable information while working with Multi National Company.

· Achievement award from General Manager Finance  


Experience:
Working with Jacaju Cargo LLC, DUBAI (October,2017-Till Date)
· Managed accounts payable, accounts receivable
· Generated budgets and forecasts on a monthly basis and presented to the management team.

· Handling of finance.

· Monitored and recorded company expenses
· Working on tally (booking of sales order, sales invoice, purchase, overlook on employees loans and advances.

Worked with Encardio Rite Electronics Pvt. Ltd. (Head Office) as an Account officer (September, 2016 – September, 2017.)

· Scheduled client appointments and maintained up-to-date confidential client files.
· Managed accounts payable, accounts receivable
· Generated budgets and forecasts on a monthly basis and presented to the management team
· Reduced credit period from 90 days to 60 days
· Monitored and recorded company expenses
· Negotiate with suppliers against purchases
· Payment follow-ups

Worked with Encardio Rite Geosystems Dubai as an Admin officer (from 15th July, 2015 – September 12, 2016)

Job profile

· Documentation

· Stock Management

· Handling of finance.
· Performed general office duties and administrative tasks.

· Prepared weekly confidential sales reports for presentation to management.

· Managed the internal and external mail functions.

· Provided telephone support.
· Scheduled client appointments and maintained up-to-date confidential client files.
· Managed accounts payable, accounts receivable
· Generated budgets and forecasts on a monthly basis and presented to the management team
· Reduced credit period from 90 days to 60 days
· Monitored and recorded company expenses
· Negotiate with suppliers against purchases

· Air ticket bookings for annual leave employees 
· Payment follow-ups

· Handling of Pre and post shipment document which include commercial invoices, packing list, Importing country certification, Customs/ Insurance declaration Certificate of Origin & many more document prepared as per customer requirement.

· Working on tally (booking of sales order, sales invoice, purchase, overlook on employees loans and advances, Stock management etc.

Worked with Vinsu International, Delhi as an Export Documentation Manager :( from 1st Sep 2013-.30th June 2015)

Job profile:

· Handling of Pre and post shipment document which include commercial invoices, packing list, L/C documents, Importing country certification, Customs/ Insurance declaration Certificate of Origin & many more document prepared as per customer requirement.


Worked with HINDUSTAN TYRE CO., Ludhiana as an Export Documentation Executive :( from 25 Sep 2012-.31stAug. 2013)

Job profile:

· Handling of Pre and post shipment document which include commercial invoices, packing list, L/C documents, Importing country certification, Customs/ Insurance declaration Certificate of Origin & many more document prepared as per customer requirement.

Qualification gained:
· Higher Secondary passed 1st Class from CBSE Board.

· Senior Secondary. Passed 1st Class from CBSE Board.

· B.Com. Passed 1st Class from Meghalaya.
Professional qualification :


·   Post Graduation Diploma in Export Import Management(SYMBIOSIS

UNIVERSITY, PUNE 2014-2015) with Grade A+
Computer Literacy:
·  Well versed MS excel, MS word

·  Efficient in Internet.

· Tally 9.0 form “A” Grade


Personal Profile:

· Sex:Male

· DOB: 10 Nov. 1990

·  Marital Status: Married 
·  Profession: Export Documentation Executive.

·  Hobby: Traveling & Listening Music.


 
Declaration:

I declare that the above facts given by me are true to the best of my knowledge and belief.
 
Place :Lucknow






(Anurag)

Date :

