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Career Objective

Always work ahead of the company’s expectation, and prove myself to be one of its valuable assets, also to be liked by the seniors and collogues. Seeking a suitable and challenging permanent position with a well-known and professionally managed organization, where I can apply my skills and talents.
Professional Experience:
Shipping & Logistics Administrator training attended 

           
· Training attended for port & customs clearance & forwarding formalities & documentation 

·  Special Training attended for UAE shipping and Freight Forwarding Procedures and Familiar with EMIRSAL 2 declaration processing.
· Maintained existing customer base thru meeting, emails and phone

· Customer coordination, order & delivery follow-up. 
· To work in conjunction & coordination with the seniors and follow all instructions related to maintaining of day to day administrative & functional affairs. / Inter office correspondence /self-correspondence / contracts documents / sorting mail, etc.

· Prepare and follow-up inquires quotations and documents like invoicing, delivery notes.
· Deal with all incoming and outgoing correspondence Faxes, Letters, and emails
· Organizing and maintaining an effective filing system.
Educational Qualifications
· PLUS TWO- HIGHER SECONDARY BOARD (2008)

· S S L C – CENTRAL BOARD OF SECONDARY EDUCATION(2006)

Additional Qualifications
· Diploma in Logistics and Supply Chain Management (&  Freight forwarding) - Mithra Institute of Management Studies (MIMS) /STED COUNCIL-Govt of  India–  ISO 9001:2008 Certified – INDIA 2014
· Special Training attended for UAE shipping and Freight Forwarding Procedures and Familiar with EMIRSAL 2 declaration processing.
Diploma in Computer Application 

· Operating System: Windows 2003, 2007, 2013, XP - Windows Excel, Word and Power Point, Internet application, MS office outlook, self - Correspondence, etc…  

Technical qualification

· Computer Languages : 

·  Adobe Photoshop. 
· 2 Year experience in folding machine operating printing press field. 
· 1 Year experience in jewellery field.
Languages Known
· English, Hindi, Malayalam, Arabic
       Personal Details
      Nationality        
: INDIAN 
      Date of Birth     
: 25/05/1988
      Civil Status        
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