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CAREER OBJECTIVE
To build a long term career in Logistics, Shipping, Administration, Coordination and Operations that offers professional growth and continuous learning opportunities. To succeed in an environment of growth and excellence and earn a job which provides me job satisfaction and self development and help me achieve personal as well as organizational goals. To excel in my field through hard work, research, skills and perseverance, and serve my parents, and my country with the best of my abilities.
SKILLS
· Attention to details
· Multitasking
· Negotiation
· Documentation
· Relationships development
· Project completion
· Shipment issues resolution
· Creative problem-solving
SPECIAL KNOWLEDGE
· Accounting principles 
· Personal services processes 
· CRM ticketing
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WORK EXPERIENCE
Univend Associates Pvt Ltd, Angamaly, Kerala   
Role: Customer Relation Executive                                                  

May 2014 – Jan 2015
Company Profile
UNIVEND ASSOCIATES Pvt Ltd is a professional managed Company capable of satisfying all weighing requirements and printing requirements from a small laboratory balance to full electronic motor truck/railroad track scales. We specialize in Parts Counting, Tank, Hopper and Systems Applications.
UNIVEND ASSOCIATES Pvt Ltd is an authorized distributor for Mettler Toledo Scales and MARKEM IMAGE printing Systems in KERALA Region.
Responsibilities:
• Act as main point of customer contact
• Manage liaison with suppliers and origin stations
• Provide shipment information to customers
• Liaison with different departments within the company to facilitate shipments
• Assist in tracking shipments and providing alternative information
• Provide transportation information and manage billing information
• Manage quality control by ensuring that all shipped orders are in working condition
• Responsible for co-coordinating a team consisting of service, delivery, collection, repairs and accounts    receivable 
• Provided assistance in maintaining contact with suppliers and other agents
• Responsible for the coordination of the service team and Customers and Prospects throughout the state
• Maintaining the registers and records, submitting daily and weekly sales report to head office
• Inventory Management
• supported all accounts related jobs, providing hospitality
• Follow up on invoice payments
• Handling purchase order and dispatch
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EDUCATION
· Diploma in Financial Accounting from LCC, Chalakudy, Kerala                           2014
· PG Diploma in Shipping Logistics Management | BSS Delhi University, Kerala     2013
· B.Com with Travel & Tourism | Mahatma Gandhi University, Kerala                   2012
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ADDITIONAL
• Exceptional customer service orientation
• Good communication skills
• Passion to succeed
• Strong organizational and interpersonal skills
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PERSONAL DETAILS
Age                                    :  23 years (12/08/1991)
Sex                                    :  Female
Marital status                      :  Single
Nationality                          :  Indian   
Hobby        

     : Cooking, Listening Music.
Visa status

     : Visit visa 
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I consider myself familiar with Shipping and Logistics Aspects. I am also confident of my ability to work in a team. 
I hereby declare that all the information furnished above is true to the best of my knowledge.
