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Profile
I am a Diploma holder in Shipping and logistics management, pursuing B.com with Computer Application from Bharathiar University and also having certification in IATA Cargo. I have one and half year experience in administrative assistant / Export/import documentation in shipping and logistics management, presently working as a logistics coordinator in Intermas Exports & Imports. Knowledge in Software Packages like ERP, MS Office, Excel and Power Point Presentation, Internet Application and Operating System. Capable to handle responsibilities well and to work on own initiative. I have a good Communicating skill. Capable of working as an optimistic employee who aim to elevate the clients experience by consistently maintaining a cheerful attitude.
Experience:

Intermas Exporters & Importers Pvt. Ltd, Ernakulum- Logistics coordinator (From Jan2014 till date)
AMIT Shipping, Ernakulum- Administrative Assistant (From June 2013 to December2013)
Roles & Responsibilities:

· Issuing Purchase Order.

· Place large accurate orders with suppliers, maintain good relations and seek cost Effectiveness
· Arranges transportation and forwarding services for all orders to ensure material is delivered as per schedule.
· Handled Export Import Documents.
· Collection and verification of Shipping Documents which Include Letter Of Credit, Commercial Invoice, Packing List etc and D/O release. 
· Update Export & Import documentation activities in ERP System.

· Preparation and update of booking report.
Expertise & Skills:
· Excellent time management.
· Responsible and hardworking.
· Working Co-operatively with Others.
· Patience.
· Self confidence.
Educational Qualification:
· B.COM –Computer Application from Bharathiar University.

· Diploma in Shipping and logistics management 2012-2013, (Bharat Sevak Samaj).
· Certified in IATA Cargo
· Plus -two 75 % (2010-2012) from Kerala board.
· Tenth 84 % (2010) from Kerala board.
Computer Proficiency:
· ERP Software. 
· Software Package – Ms Office  (Word, Excel, Power point)

· Operating System- M.S Dos, M.S. Windows “C”.
· Internet and Email
Other achievements
· Association member of the School (college), year 2010-2012.
· Nominated as NSS volunteer during School.

· Participated and Won in district school sports competitions.
· Participated and Won in sub district school dance competition (2009).
Strength
· Quick leaner and grasping skills, quality work, build cohesive team, receptive to 360 degree 

            Feedback.
Training attended
· Communicative English and Soft Skill Training classes from Guiders Academy.
· M.S office Tanning classes from Info Tech.
Hobbies

· Writing.
· Screen printing.

· Driving.

· Dancing.

Languages Known

· English             :        Read, write and speak

· Malayalam       :        Read, write and speak

· Hindi                :        Read  & write

· Tamil               :        Speak
Personal details:

Date of Birth
:
15-MAR-1995
Nationality
:
Indian

Marital Status
:
Single
Religion
:
Hindu
.

