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NATIONALITY :   INDIAN

DATE  OF BIRTH  :   16/01/1971
VISA STATUS :RESIDENCE(transferable)     
SEX :     MALE
EDUCATIONAL  QUALIFICATIONS:
BACHELOR OF SCIENCE IN MATHEMATICS FROM KERALA UNIVERSITY DURING THE YEAR 1988- 1991 WITH FIRST CLASS.

POST GRADUATE DIPLOMA IN COMPUTER APPLICATIONS FROM LBS INSTITUTE OF SCIENCE & TECHNOLOGY.

COMPLETED  INTERMEDIATE COURSE OF ICWAI  FROM ICWAI CHAPTER, THIRUVANANTHAPURAM

WORK EXPERIENCE:
WORKED AS AN ADMINISTRATIVE ASSISTANT IN TISPL, MUMBAI FROM 1995-1997

GULF EXPERIENCE:

WORKED AS AN IMPORT/EXPORT CO-ORDINATOR, DOCUMENTATION EXECUTIVE AND ADMINISTRATIVE ASSISTANT IN A FROZEN/DRY FOODSTUFF COMPANY IN DUBAI FROM  NOV 1998 to JUNE 2013.
JOB DESCRIPTION:

HANDLING ALL INCOMING & OUTGOING CORRESPONDENCE/MESSAGES
PREPARING PURCHASE ORDER CONFIRMATION AND SALES ORDERS IN LOCAL AND INTERNATIONAL BASIS.

MAKING LETTER OF CREDIT APPLICATIONS, CHECKING AND VERIFYING ORDERS WITH LOCAL AND INTERNATIONAL DELEGATES.

PREPARING AND MAINTAINING TRADE DOCUMENTS RELATED TO SHIPPING AND GOOD FOLLOW UP WITH THEIR RESPECTIVE AGENCIES.

FOLLOW UP WITH THE EXPORTERS FOR THE SHIPMENT SCHEDULE, COPY OF DOCS ETC 

CHECKING OF ALL COPIES OF DOCUMENTS 

MAINTAINING GOOD TRADE RELATIONS WITH DIFFERENT BANKS AND SHIPPING COMPANIES. 
FOLLOW UP WITH THE SHIPPING CO’S AGENT FOR THE ARRIVAL OF THE CONSIGNMENT.

MAKING ARRANGEMENTS TO RELEASE THE CONSIGNMENT FROM THE PORT. 
GOOD EXPERIENCE IN DUBAI MUNICIPALITY ONLINE PROCESSING SUCH AS BARCODE REGISTRATION, FIRS, HEALTH CERTIFICATE, DESTRUCTION CERTIFICATE AND LABELING APPROVAL ETC.

KNOWLEDGE OF CUSTOMS REGULATIONS OF LAND, AIR AND SEA SHIPMENT AND  E MIRSAL 2 (DONE TRAINING WITH DUBAI CUSTOMS)
HANDS ON EXPERIENCE IN PROCESSING IMPORT & EXPORT DOCUMENTATION USING E CLEARANCE FACILITY THROUGH DUBAI TRADE PORTAL BY USING MIRSAL 2.

PREPARING CUSTOMS IMPORT/EXPORT  BILL OF ENTRIES, E TOKEN AND VEHICLE PASS  THROUGH ONLINE  BY USING MIRSAL 2. 

PREPARING & SUBMITTING THE NECESSARY DOCUMENTS FOR DUBAI MUNICIPALITY INSPECTION AND MONITORING THE LABORATORY TEST.

PREPARING  ALL TYPES OF DUTY EXEMPTION DOCUMENTS SUCH AS COMMERCIAL INVOICE ,PACKING LIST,CERTIFICATE OF ORIGIN BY CHAMBER OF COMMERCE,EXPORT HEALTH CERTIFICATE(IF NEEDED FROM DUBAI MUNICIPALITY)AND STATISTICAL REPORTS FROM DUBAI CUSTOMS FOR EXPORT..

FACILITATING HIGH LEVEL TRADE RELATIONSHIP WITH RESPECTABLE PARTIES IN RELATION TO IMPORT&EXPORT.

GOOD EXPERIENCE IN VEHICLE COORDINATION SUCH AS RENEWAL OF REGISTRATION, INSURANCE, LICENSE, PETROL/DIESEL CARD, REGISTRATION WITH RTA FOR THE SALIK, FOLLOW UP WITH THE INSURANCE CO FOR THE ACCIDENT REPAIRS ON TIME, VEHICLE TRACKING ETC 

MAINTAINING OFFICE DOCUMENTS RELATED TO EMPLOYEES SUCH AS MEDICAL, PASSPORTS AND VISAS.
APPLYING VISIT AND TRANSIT VISAS THROUGH ONLINE.
PROFESSIONAL STRENGTHS:

GOOD TEAM PLAYER, EXCELLENT TIME MANAGEMENT SKILLS,GOOD DOCUMENTATION SKILLS.
GOOD COMMUNICATION SKILLS( SPEAKING& WRITING ) IN ENGLISH&HINDI.
GOOD WORKING KNOWLEDGE IN COMPUTER.
I HERE BY DECLARE THAT THE ABOVE INFORMATIONS PROVIDED ARE AUTHENTIC AND TRUE AS OF MY KNOWLEDGE. 
