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 SAQIB
Saqib.210294@2freemail.com

                    --   

M.Com., CA (Intermediate)
Date:-_________
To, 
_________________ 
_________________
_________________
SUB: - COVERING LETTER FOR JOINING
Dear Sir / Madam,
I  MOHD. SAQIB ANSARI S/o Siraj Ansari is hereby applying to join your organization in the position as Logistics/Shipping & Export/Import Documentation Manager / International Marketing Manager.
I am very interested in joining your organization and feel that I have all the necessary qualifications.
As you will see in the enclosed resume,  I’m having more than 6 years’ Experience  of working (including 3 years of Quality Training in a Renowned CA-Firm).

I am a Semi-Qualified Chartered Accountant from The Institute of Chartered Accountants of India., New Delhi & had received my M.Com. from Ch. Charan Singh University, Meerut.
Further, I would like to call your specific attention to page 2 & 3 of my resume which describes in details my key professional achievements and more than 2 Year Work Experience in all the fields concerned with Shipping & Export/Import Documentation and International Marketing.
In addition, I am also possessing Working Proficiency in MS-Excel, MS-Word, Tally (all versions incl. ERP9) & holds some Certifications for participating in various other activities related to our professional field.
So, given with my qualification and professional experience, I am confident of being able to make a meaningful contribution to your esteemed organization. Apart from my academic qualification detailed in the enclosed resume, my strength has been my ability to work through complex situations and come out with an optimal solution. My active participation in various Seminars/Conventions/Quiz has given me immense strength to work under severe constraints and tight time targets.
Thus, I feel that having this combination of Practical Experiences, Knowledge of Procedural Requirements and Excellent Communication Skills; would make me a very qualified candidate for the position in your organization.
I would appreciate very much having an opportunity to discuss my application with you in further details. I look forward to your early and favorable reply, and hope to meet with you at your earliest convenience.
Thank you! , in anticipation for giving the favour of reading my CV attached hereafter.
Regards,
_____________

SAQIB 
(Candidate)

MOHD. SAQIB ANSARI
                    --    M.Com., CA (Intermediate)

(+971) 569 363536
(+91) 8791817232
msa.acc@gmail.com
CURRICULUM VITAE

SUMMARY:
A Post-graduate in Commerce from Ch. Charan Singh University, Meerut, and  

A Semi-Qualified Chartered Accountant from The Institute of Chartered Accountants of India,

Having more than 6 years’ Experience (including 3 Yrs of Quality Training)
CAREER OBJECTIVE:

To pursue a Challenging and Growth Oriented Career in an Export and/or Import Organization & to become an Expert in Exports & Imports, so as to benefit the organization in achieving its overall objectives and to explore all the fields thereof related to Exports and Imports.
ACADEMIC QUALIFICATIONS:




Post-Graduated in Commerce
.
	EXAMS PASSED
	SCHOOL/COLLEGE
	BOARD/

UNIVERSITY
	YEAR
	MARKS (%)

	
	
	
	
	

	 M.Com. 
	D.N COLLEGE, Meerut.
	C.C.S.U
	2009
	57

	 B.Com. 
	D.N COLLEGE, Meerut.
	C.C.S.U
	2007
	54

	XII
	MEERUT PUBLIC SCHOOL, Meerut Cantt.
	C.B.S.E
	2004
	70

	X
	DEWAN PUBLIC SCHOOL, Meerut Cantt.
	C.B.S.E
	2002
	56


PROFESSIONAL QUALIFICATIONS: 



Semi-Qualified Chartered Accountant
	EXAM PASSED
	BOARD/

UNIVERSITY

	YEAR
	MARKS (%)
	SPECIAL REMARKS

	
	
	
	
	

	CA-Intermediate
	ICAI
	May. 2007
	50
	Accounts           62

	CA-PE 1
	ICAI
	Nov. 2005
	70
	Accounts           83
(HIGHEST IN MEERUT)

Maths               93*
(ALL INDIA HIGHEST)


*Awarded Certifícate and Cash Prize by ICAI for scoring All-India Highest Marks in Maths.



COMPUTER SKILLS:
· Certificate Course of Computer Training conducted by ICAI.
· Office Tools

:-  Working Proficiency in MS-Excel(Functions & Formulas), 


     MS-Word, MS-PowerPoint, MS-Outlook, MS-Access and MS-DOS
· Other Tools

:-  Working Proficiency in Tally(all versions incl. ERP9), Busy,
     and Internet Browsing / E-mailing.
· Client Specific S/W:-  Finacle-Core Banking Solution(by Infosys), New-FAF, &
     Food Grain
· Return Prep. S/W  :-  Worked on Genius, MDA, & Tax Cal
· Operating System
:-  Windows 98, XP, Vista & 7
(+91) 8791817232 
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Certifications:
· Certificate for Participation in Regional Level Elocution Quiz Contest 2012, Organised by Jaipur Branch of CIRC of ICAI.
· Certificate for Securing 1st Position in Elocution Quiz Contest 2012, Organised by Meerut Branch CIRC of ICAI.

· Certificate for Presenting Papers at NATIONAL CONVENTION  OF CA STUDENTS Organised by Delhi Branch of NIRC of ICAI.
· Certificate Course of General Management & Communication Skills(GMCS) conducted by ICAI.
· Certificate Course of Computer Training conducted by ICAI.
· Certificate for scoring All-India Highest Marks in Maths (in CA-PE 1) by ICAI.

PROFESSINAL SKILLs:
· Highly Creative, Self-Motivated Professional with experience to handle all types of Export & Re-Export Shipments.
· Ability to conceptualize and generate new ideas, analyze problems and develop effective solutions.
· Focus on providing Exceptional Services resulting in Customer Satisfaction and Repeat Business.
· Preparation and implementation of Business Plan with execution, new area identification of business, etc.
CAREER SNAPSHOT:
  s>
	Current Profile: 



	
	· SHIPPING Executive at:-



	
	· DAMACO FOODS DMCC, DUBAI, UAE.

[ A Division of KIPCO-DAMACO NV, Belgium]

	 From Nov. 2013  to  Till Date

	
	
	

	Previous Profile: 



	
	· HEAD-Shipping & Export Documentation Department
 -cum- MARKETING Executive at:-


	
	· Al-Saqib Exports Pvt. Ltd., Meerut.

[ Exporters-cum-Manufacturing Company]

	 From Oct. 2012  to   Sept. 2013

	
	· Export Documentation Executive at:-


	
	· Al-Saqib Exports Pvt. Ltd., Meerut.

[ Exporters-cum-Manufacturing Company]

	 From Apr. 2012  to   Sept. 2012

	
	· Stock Accountant at:-

	

	
	· Al-Saqib Exports Pvt. Ltd., Meerut.

[ Exporters-cum-Manufacturing Company]

	 From Dec. 2011  to   Mar. 2012

	
	· aCCOUNTANT at:-

	

	
	· Art Gallery, Delhi Road, Meerut City


	 From Dec. 2010  to  Sept. 2011

	
	· Article Assistant at:-

	

	
	· Naim Ahmed & Co.
(Chartered Accountants), Meerut City


	 From Nov. 2008  to  Sept. 2010


(+971) 569 363536 
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	· M/s Rajender Kumar Singhal & Associates,
           (Chartered Accountants), New Delhi.

( An ISO Certified Firm )

	 From Sept.2007  to  d



WORK EXPERIENCE: DUTIES / RESPONSIBILITIES at WORK
  s>
	I. 
	SHIPPING Executive at:-



	
	· DAMACO FOODS DMCC, DUBAI, UAE.

[ A Division of KIPCO-DAMACO NV, Belgium]

	 From Nov. 2013  to  Till Date

	
	Duties of Work –

· Arranging Shipment according to Customers requirement.
· Coordinating all documentation for overseas shipments, approval of documents, including Legalization of Documents.
· Checking the status of all the shipments & coordinating with shipper/shipping companies for planned Vessel Loading, tracking ETD, ETA @ Destinations, etc.
· Tracking/Monitoring the Export/Import shipments & updating the customers on timely basis.
· Daily reporting on Status of Sailed & Unshipped Orders.
· Periodically reporting on Status of documents of all shipments arriving next 15 Days.
· Coordinating with forwarder, Supplier, Head Office & Customers regarding the schedule of their shipments.
· Freight Negotiations with Shipping Lines & receiving Booking Confirmations & providing BL Instructions for Export & Re-Export shipments.

· Handling queries of shippers, customers & Overseas Offices regarding Order Documents, etc.

· Arrange the Switch BL( Surrender Message for OBL ) before arrival of cargo at POD.

· Informing the accounts department to make the payment as per terms & according to arrival of the Vessel @ POD & following up for the Original Documents, once they are paid.

Handling entire documentation, from Finalization of Order to Order Completion; Going by the Chronological Order, it includes :–
· Making the Sales & Purchase Orders, exactly as per the Contract received.

· Sending PO/PI to Shipper/Customer for getting signed Contracts.
· Informing shipper the customer’s Loading/Packing & Documentary Requirements.

· Pushing Shipper for the timely loading of the shipments as per contract & customer preferences, & getting Expected ETD/ETA as per customer requirements.

· Taking Customer’s timely approval on Draft Documents(mainly Invoice, Packing List, Origin, Phytosanitary/Health Certificate, Halal Certificate, Bill of Lading & Insurance) from Customers & timely approving them to Shipper.

· Getting Documents Legalized/Chamber Attested, if required, in time;

· Paying shipper & getting the AWB# for Originals sent to us in time, & sending Our Originals to the Customer, well in time before arrival.

· Updating to customers, the tracking of Documents delivery, & reminding customers a day before arrival.

· And finally confirming from the customer the successful clearance of the FCL from Customs & Health departments & getting our payment as per terms.
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	II. 
	HEAD-Shipping & Export Documentation Department
-cum- MARKETING Executive at:-


	
	· Al-Saqib Exports Pvt. Ltd., Meerut.

[ Exporters-cum-Manufacturing Company]

	 From Oct. 2012  to   Sept. 2013

	
	Duties of Work –

· Coordinating with Shipping Companies/CHAs/Logistics for booking Containers & Ocean Freight negotiation.

· Supervising the Containers Sealing by the Inspector- Customs & Central Excise, getting them Custom-Cleared & dispatching them to the Port of Loading.
· Coordinating with the Inspecting Agency Officials for getting various Test/ Inspections done & obtaining their Reports in time.
· Legalization of Export Documents from the respective Embassy Office.
· Arranging for the timely payment of Levy & MOT Charges to  Govt.

· Drafting payment terms for Export Contracts & LC Terms.
· Keeping track of the payment being received in time & as per Terms of Payment mentioned in the Invoice/Contract.

· Covering the Forex Risk via Hedging & Forward Contracts from Banks.

· Complying the necessary statutory & legal documentation and online forms for the efficient, cost-effective and lawful execution of all import/export activities. 
· Getting the B/L Surrendered & Arranging the TELEX Release for the same from the Shipping-Line to the satisfaction of the party.

· Complete pre and post shipment document supervision.
· Getting the Documents of Each Export Consignment timely submitted in Bank (specially w.r.t. Contract on LC/100% CAD Terms).

· Track & Trace electronically the both Air & Sea Exports Consignments and preparing a report of the same.
· Have knowledge of all Shipping Procedures, Export Procedures & Custom Clearance Procedures with up to date regulatory changes.
· Coordinate with local custom housing agent in order to clear shipments from Indian Customs.
· Coordinate Freight Forwarders CHA, & Couriers companies to ensure seamless shipping and delivery across different sites and external customers.
· Have Experience of Export Incentives i.e. DBK claim  (Duty Draw Back) DGFT, DFIA and FMS & their follow-up.
· Keeping track of Pre-Shipment Limit A/cs. (i.e. CC & PC Limits) and Post-Shipment Limit A/cs.
· Keeping track of the Daily Stock available, so as to enable us to book the orders as soon as the query is received.
· Assisting the directors in fixing the prices of goods, by providing the detailed reports on cost p.u. of the product.
· Have knowledge of Shipping Bills, B/Ls, Swift Payments, Inco-Terms, etc.
· Coordinating with the Excise Lawyer for timely submission of records to him, so as to enable him timely payment & submission of Excise Duty & Excise Returns respectively.

· Conducting periodic internal audits of export-import documentation & yearly export-import self assessment.
· Monitoring release of Bill of Ladings to the Shipper for each shipment exported from India.
· Co-ordination with Overseas Agents.
· Keep Updating the team & buyer’s representatives about new issues, rules and regulations as applicable to our business transactions.
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	· w.r.t. Marketing :-

· Handling & Replying to Queries of Customers (incl. Potential Customers) w.r.t Pricing, Quality, Ratio, Documentation, etc. via E-Mail.
· Keep following with the customers for after sales support & future business 
· Catering Customer’s complaints / queries regarding shipments.
· Attending Foreign Buyers & their representatives.
· Taking orders so as to clear Odd Lots of Stock.
· Over-All Buyer Satisfaction - buyers from order booking to finished goods dispatch.
· Assistance in gauging competitor’s activities.
· Have been able to attain & often surpass quarterly sales targets.
· Attending trade exhibitions and generating the leads.
· Responsible for Over-all Planning & Implementation of Our Corporate Visits to International Exhibitions/Fairs like GULFOOD Dubai Feb. 2013, SAIL China May 2013, ANUGA Germany 2013 etc.
· Represented Our Co. as an Exhibitor at SIAL CHINA 2013, Shanghai Food Exhibition; thus have Knowledge of international market scenario and changing market trends.



	III. 
	Export Documentation Executive at:-


	
	· Al-Saqib Exports Pvt. Ltd., Meerut.

[ Exporters-cum-Manufacturing Company]

	 From Apr. 2012  to   Sept. 2012

	
	Duties of Work –

· Drafting Performa-Invoice for the Purchase-Orders received, & e-mailing back the same to the Buyers.

· Coordinating with Shipping-Line & Logistics regarding timely generation of Check-List & B/L.

· Preparing all the documents for the Export Shipment, i.e. Commercial Invoice, Packing List, Annexure (for Factory Sealed Package Container), & Other Certificates from various authorities (like Quality Assurance Certificate, Health Certificate, Halal Certificate, etc.).
· Making Certificate of Origin & getting it legalized from Chamber of Commerce.

· Dispatching the relevant documents to the logistics, for custom clearance & getting them stamped & verified by various authorities.
· Coordinating with Customers & timely providing them all the documentation they need.
· Preparation of Bank Realization Certificates (BRCs) w.r.t. Export payment realizations, & their submission in Banks.


	IV. 
	Stock Accountant at:-


	
	· Al-Saqib Exports Pvt. Ltd., Meerut.

[ Exporters-cum-Manufacturing Company]

	 From Dec. 2011  to   Mar. 2012

	
	Duties of Work –

· Making Daily Stock Report (of Raw-Material, WIP & Finished Goods) from the reports given by their corresponding supervisors, so as to enable the team to book the orders as soon as the inquiry arrives.
· Making Daily Stock Report, Dispatch Records, & Packing Material Stock Reports from the reports given by their corresponding supervisors.
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	V. 
	· aCCOUNTANT at:-


	
	· Art Gallery, Delhi Road, Meerut City


	 From Dec. 2010  to  Sept. 2011

	
	· Article Assistant at:-

	

	
	· Naim Ahmed & Co.
(Chartered Accountants), Meerut City


	 From Nov. 2008  to  Sept. 2010

	
	· M/s Rajender Kumar Singhal & Associates,
           (Chartered Accountants), New Delhi.

( An ISO Certified Firm )

	 From Sept.2007  to  Nov.  2008


	During this period, various Skills/Experiences Learned & Works/Responsibilities Undertaken are briefed underneath:

I. GENERAL accounting Services:  
(As An aCCOUNTANT & Article Assistant)
· Preparation & Presentation of Final Accounts and Accompanying Schedules.

· Making Journal-Entries (including Adjustment Entries) in the Books of Accounts.

· Preparation of Books of Accounts in Tally, Manual Day-Book & Ledger Accounts.
· Consolidation of day-to-day accounts and finalization of Books of Accounts.
· Bank-Reconciliation, Stock-Verification & Debtors-Creditors Reconciliation.
· Involved in Analysis and Review of accounts to ensure Compliance with the Accounting Principles and Accounting Standards
· Finalization of Statement of Net-Worth.
II. Taxation Services:




(As An Article Assistant)
· Preparation of Returns and Computation of Taxable Income.
· Filing of Income Tax Returns of Individuals, HUF & Companies (including E-filing as well as paper return filling).
· Finalization of Tax Audit Report and related annexure.
· Drafting of Depreciation Schedule as per Income Tax Act, 1961 & Companies Act, 1956
III. AUDIT AND ASSURANCE SERVICES:


(As An Article Assistant)
Internal Audit Assignments:

· Amir Chand Jagdish Kumar (Exports) Pvt. Ltd.,
New Delhi             (Turnover > Rs. 500 Cr.)

(Manufacturers & Exporters of AEROPLANE BRAND Basmati Rice)
· Bharat Foils Pvt. Ltd.—A Flour Mill, Asaf Ali Road, New Delhi              (Turnover > Rs. 100 Cr.)
· Various Others

Concurrent Audit Assignments:
· J & K Bank, Connaught Place, New Delhi.
Statutory Audit Assignments:
· Amir Chand Jagdish Kumar (Exports) Pvt. Ltd.
· Vijaya Bank [Branch:- Nehru Place & Khureji-Khas]

· Few Others

Other Audit Assignments:
· Stock Audit/Verification for OBC (Oriental Bank of Commerce), CP, New Delhi.
· Vouching & Ledger Scrutiny, Verification of Assets-Liabilities, & Fixed Assets Register.

· Compliance with Accounting Standards (AS), Standards on Auditing (SAs), Caro-2003 and Schedule-VI of the Companies Act, 1956.
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	· Disclosure Requirement of Accounting Standards and Companies Act.
· Bank Reconciliation, Cash Reconciliation, Inventory Reconciliation

· Physical Verification of Cash, Stocks & related records.

· Drafting Audit Report.


EXTRA-CURRICULAR ACTIVITIES:
· Participated in Motivational Workshop - Going Beyond Limits on 7th April 2013 in New Delhi.

· Associated with & Member of Pragati Pathik Society - An NGO dedicated to Motivation & Cultivation of Youth of Bharat…!!!-
· Participated in Regional Level Elocution Quiz Contest 2012, Organised by Jaipur Branch of CIRC of ICAI.
· Secured 1st Position in Elocution Quiz Contest 2012, Organised by CIRC of ICAI at Meerut Branch on 21st July, 2012.
· Awarded Memento & Certificate for “Presenting Papers” & being “Head Coordinator” at NATIONAL CONVENTION  OF CA STUDENTS Organised by ICAI in Dec. 2011 at Shri Ram College of Commerce (SRCC), Delhi University, New Delhi.
· Participated in INTERNATIONAL CONFERENCE OF CA STUDENTS Organised by ICAI in Dec. 2010 at Shri Ram College of Commerce (SRCC), Delhi University, New Delhi.
· Organized Annual Function for ‘Unique Institute of Learning’ continuously for 2 years in 2005 and 2006.

· Been ‘House Prefect’ of Red H/ouse in Meerut Public School in 2003.

· Been ‘Member’ of Our House Volley-ball Team.
STRENGTHS:
· Confidence in Myself and Strong Determination towards the achievement of organization’s objectives.
· Highly motivated and quick learner of new environment.
· Ability to work effectively and efficiently even under pressure in order to meet deadline constraints.
· Dedicated and committed to achieve Excellency in work, within the given Time-Frame.
· A dependable team player who relates well and works cooperatively with diverse personalities. 

· Can manage and motivate people to get the work done.

· Honest and trust-worthy, and eager to learn new skills.
· Ability to work with different time zone and coordinate with counterparts .
· Ability to train junior level staff.
· Having good communication &  Good presentation skills.
· Able to take decisions independently.

· Can Assist in facilities management.
· Excellent communication and inter-personal skills and to communicate effectively with the clients.
(+971) 569 363536
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PERSONAL DETAILS:

· Date of Birth:- 19th of Aug. 1985
· Father’s Name:-  Mr. Siraj Ansari
· Occupation:- Embroidery Business
· Nationality:-
Indian
· Gender:-
 
Male
· Marital Status:-
Single

· Permanent Address:- 
671, INDRELOK COLONY, KIDWAI NAGAR, OPP. AYYUBI MASJID, HAPUR ROAD,  MEERUT CITY. 250002  U.P. (INDIA)
· Current Address:- 
202, ABDULLAH BUILDING, BEHIND HOTEL HOLIDAY INN, NEAR SHARAF DG METRO ST., AL-BARSHA-1, DUBAI, UAE.
·  Languages Known:-
	Languages
	Speak
	Read
	Write

	English
	
	
	

	Hindi
	
	
	

	Urdu
	
	
	


PASSPORT & VISA STATUS:
	· Indian Passport No. 
· Residence VISA
· Expected Salary

	K5144622 ; Valid Till – 11 June 2022
Valid Till – 19 Feb 2017
7000 AED per month


DECLARATION:
This is to certify that the information provided above is true to the best of my knowledge.

Date:
 _______







 _________________

Place:     _______







(Mohd. Saqib Ansari)






Recent Passport Size Photo will be provided if requested
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