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Summary

Highly accomplished and adaptable professional offering 8.9 years of experience across diverse sectors like Oil & Gas, Petroleum and Shipping
· Hands-on experience gained through excellent business relations with the trade, distributors and Management of large sales force

· Solid professional standards; excellent track record of dependability; maintain focus on achieving results while formulating and implementing solutions to meet diversity of needs

· Efficiency on customs clearance paying attention permanently to quickness of customs clearance
· Persuasive communicator with an ability to relate to people at all levels of business and management

· Possess valuable insights, keen analysis and a team approach to implement best practices to achieve business excellence
· Work with cross-cultural, multi-national teams ensuring optimal utilization of resources leading to overall profitability; strong problem-solving, planning, team-building and management skills
· Highly articulate, demonstrating exceptional relationship building, communication, decision making, negotiation, analytical and interpersonal skills 
· Proficient with MS Office and Outlook Express
Core Strengths
· Logistics Management

· Warehouse Management
· Operations Management
· Import Process Management
· Customs Clearance
· Inventory Control & Management
· Document Checking & Confirmation

· MIS Reporting

· Strategic Planning & Execution
· Resource Management
Employment Chronicle
	ROLE
	
	DURATION

	Logistics Co-ordinator
	
	17-03-2014 Jan’15

	Local Buyer & Logistics Co-ordinator
	
	Mar’11 – May’12

	Ware House Co-ordinator & Operation Executive
	
	Dec’06 – 09

	Sales Executive
	
	Jan’00 – Jul’02

	Technician
	
	

	Admin Assistant
	
	Mar’03 – Apr’06


Key Deliverables:

Logistics & Warehouse Operations:

· Oversee all operations of Logistics including warehousing ensuring pre-set objectives of the company as well as department are achieving with strict adherence to quality, budgets, productivity and safety
· Pivotal in overseeing complete material cycle right from purchase planning, orders processing through customs clearance and traffic till receipt of goods in the warehouses and distribution to customers
· Prepare all reports related to stocks including aging, provision calculation and stock turn over while monitoring movement of stock and follow-up to speed up the cash cycle

· Develop and implement effective internal controls for efficient operation / functioning of the Logistics department
· Involve in Project & Local Purchase along with planning and co-ordinating with terminal clearance, Trucking and customer service terms
· Prepare invoices for import / export shipment while efficiently handling shipment for key clients like RAS Gas, Qatar Shell, WGI, DHL, Fluor Mid East RAA Laffan
General Administration:

· Manage all administrative activities viz. maintenance of office, security, housekeeping, office automation etc.
· Maintain a healthy organization and staff emphasizing on culture as well as objectives by initiating organizational development activities 
Strategic Planning & Execution:

· Handle operation & documentation, telesales support  and customer service for sea &  air import / export
· Assist the Manager in collating tabulation of key performance indicators for the KNPC LPG4 project
· Assist in devising strategies, benchmarking performance standards ensuring compliance to good practices & safety while offering prompt services
· Conceptualize and implement policies for effective management of available human resources and development of human capital across the organization
· Build rapport and motivate resources at all levels in order to expand their capabilities to achieve individual as well as organizational goals

Relationship Management:

· Identify current and future customer requirements by establishing rapport with potential and actual customers and other persons for understanding service requirements

· Answerable for all questions raised on procedures and resolve discrepancies about receipts, deliveries and warranties
· Maintain cordial business relations with vendors for procurement of necessary items for the organizational infrastructure and to attain competitive advantage as well as cost savings
· Negotiate and select suitable service providers based on comparison of quotations and other criteria offered by different providers
· Liaise with shipping lines and airfreight agents for booking space for export / import shipments

Academia & Certifications
· Diploma in Computer Applications from Govt. Technical Board, Kerala in 1996 with First Class

· Technical Diploma / Certificate in Electronics Mechanic from the Govt. of India in 1994 with First Class

· Certificate in Computer Programming in Basic Language conducted by Kerala Computer Systems in 1994

· Electrical Wire Man License from Kerala Government

Personal Dossier
Date of Birth


:      
07th April, 1977
Linguistic Proficiency

:      
English, Hindi, Malayalam and Tamil
Preferred Location

:
Kuwait / Dubai
References


:      
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