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CAREER OBJECTIVE:

A multifaceted business professional having extensive exposure in logistics, shipping documents, as well as exceptional customer service skills, seeking a challenging position with a dynamic organization to contribute towards the success and growth of the organization.

PROFESIONAL SUMMARY:
1. Cognizant Technologies Solutions, Chennai, India -As a Process Executive, handling back end of Citi Bank & World Bank Projects from 08th April 2013 – 31th December 2014. 
2. Atlantic Shipping Pvt Ltd, Chennai, India - worked as a boarding agent from 05th Sept 2012 – 31st March 2013.

3. RAZ Maritime Services, Riyadh, Saudi Arabia-Worked as Import & Export Documentation Controller from 25th May 2011 – 1st Aug 2012.
4. Customer Broadcast Pvt Ltd, Chennai, India- Worked as part time Level 1 Call agent in domestic call center from 8th Sep 2008- 26th Feb 2010.
PROFESSIONAL EXPERIENCE:
1. Company      :  Cognizant Technology Solutions India Pvt 
    Designation: Process Executive 
    Experience   : 2013 – 2014.

Job Responsibilities:-

Citi Bank Project:-

· Worked as Process Executive back end of Citibank Process.

· Proceed transaction processing

· Payment Posting

· Verification of Payer details 

· Reconciliation with cheque to invoice 

Initiatives and Achievement’s 

· Cross Trained Multi tasks & Multi States of US 
· Allocating volumes to team Members 
· Handling Team Hurdle’s and giving feedback to team members
· Training to New Associates 
· QA review of the project
· Received WOW AWARED and BEST ANALYST AWARD 
· Received appreciation mails from my managers
· Continuously archived client SLA’s for both productivity and quality 
· Conducting Fun activities on the floor
World Bank Project:-

· Worked as Analyst back end of World Bank Process.
· Data Mining for the World Bank funds 

· Analyzing IBRD & IDA projects(World Bank gives low interest loan or interest free credits)
· Updating in GEOGRAPHICAL ID names for projects in the internal site of World Bank

Initiatives and Achievement’s 

· Achieved Top scorer in Score card of World Bank

· Co-ordinate with on-site regarding issues or and clarifications

· Conversation with client and updates to team members

· Received appreciations from on-site and offshore supervisors.
2. Company      :  Atlantic Shipping Pvt Ltd- Chennai (India)
    Designation: Boarding Agent.

    Experience   : 2012 – 2013.
Job Responsibilities:-
· Ensure competent quality execution of all regular administrative works.
· Maintain complete updated of ship boarding & departure schedule in the system.
· Coordinate with Custom Officers at the time of boarding & departure from the ports.
· Responsible for the preparation of boarding formalities and paper work with captain of the ship when the ship board and depart from the ports.
3. Company
:  Raz Maritime Services, Riyadh(KSA) 
    Designation
: Documentation Controller.

    Experience
: 2011-2012.

Job Responsibilities:-
· Providing efficient services relating to sea freight import/export FCL & LCL shipments right from booking space for the customers, verifying packing list/commercial invoice, raising invoice, following up for payment to getting the container release order.

· Negotiating freight rates with the overseas agents and shipping lines through the company’s global network and booking space according to customer requirements.

· Developing and maintaining excellent and timely customer service to internal/external customers, updating clients on the status of their shipments, method of transportation, the best rates and assurance of safe/damage-free conveyance. Raising invoices and preparing monthly statement for all customers

· Liaising with overseas agents to submit relevant documents for export shipments, raising profit share invoice, preparing agent’s payments and reconciling agent’s accounts

· Coordinating with shipping line officials to prepare manifest before arrival of vessel, releasing Delivery Orders to customers after receiving payment, mailing delivery proof to overseas agent following cargo clearance.

· Providing market and product related information as and when required, working/communicating with colleagues to facilitate the generation of new business. 

· Actively pursuing better understanding of the Import/Export processes through self-study, on-site training and on-the-job training by approved sources.

· Increased sales revenue by proactively building customer relationship and thus augmented business productivity.

4. Company
:  Customer Broadcast Pvt, Ltd - Chennai, INDIA.                      
    Designation
: Customer Service Executive.

    Experience
: 2008-2010.

Job Responsibilities:-
· Receiving the Inbound calls for the service provider. 

· Clearing the doubts of the inbound calls regarding the promotions and balance quires. 

· Changing the caller back tunes and the programs as per the needs of customers. 
· Log the complaint ticket in developed application of the company.

· Call back to client and get the service satisfaction report.
KEY SKILLS:-
· Import Export Shipping Procedures, Shipping & Logistics.

· Freight Rate Negotiations, Customer Servicing, Preparation of Invoices/Manifest Shipping Documentation/Reports.

· You will find me as a person with excellent communication skills, listening skills, self motivated, honest and ability to adapt changing environment.
· Great organizational skills and the ability to memorize. 

· Exceptionally friendly, helpful, polite and patient nature. 

· My skills and my experience can help the company to deliver the service as per the company standards. 

· My creative thinking helps in solving the issues without the aid of a supervisor. 

ACADEMIC QUALIFICATION:-
Qualification

: 
Bachelors of Arts – Sociology.


University

: 
University of Madras.

Year of Passing
: 
2010
PERSONAL DETAILS:-

Date of Birth

: 
24th April 1990
Nationality

: 
INDIAN.

Sex


: 
Male.

Marital Status

:
Single .

Languages Known
: 
English, Hindi, Urdu & Tamil.

