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Career Objective:

To seek a challenging position in a dynamic and esteemed organization that welcomes initiative, dedication and demands excellence in consistently meeting business objectives and exceeding standards. To look for career opportunities in a well reputed organization, that helps to develop, improve and motivates its employees to put in more effort in the place of work. 

Summary:

Eight years and Four Months experience in Sales Coordination, Operations Coordinator, Export & Import Documentation & Re Locations Coordination, and Customer Service Executive. My individuality and personality portray me as a dynamic individual having strong interpersonal and communication skills and one who is self-motivated with the ability to work under pressure and meet deadlines and lastly has potential for professional growth.

Career History:
Consolidated Shipping Services L.L.C. (Operation and Documentation Coordinator) October 2013 – Till Date (CSS AIRPORT OFFICE, CARGO VILLAGE)
Dubai

· Updating system Regarding Bills and Invoice.
· Preparing all the necessary Documents for Perishable Shipment Handover.
· Looking after all Perishable Shipments.

· Coordinating with the Airline for the Booking Details and Availability.

· Updating AWBL, Invoicing and coordinating with the customers.
· Executing the Perishable Shipments and passing the Customs Documentation.

· Updating the internal Jobs and Invoicing.

· Sending the track and Arrival Report to the shipper.

· Sending Daily and Monthly reports.
Consolidated Shipping Services L.L.C. (Operation Coordinator) February 2013 – September 2013 (CSS HOMEWARD BOUND)
Dubai

· Updating system Regarding Shipment and Invoicing.

· Sales Coordination and after Sales Service.
· Warehousing and maintaining the Materials Stock for Various Jobs.

· Maintaining Warehouse stocks and Shipment Storage Details
· Quoting the Customer for Export and Import Enquiries.
· Quoting the Customer for Industrial Lashing and Crating.

· Coordinating with the sales team for shipment booking.
· Coordinating with the port agents for the shipment Arrival.

· Taking Booking and Tele Sales.
· Arranging the labors for different jobs and planning their job routine.

· Arranging Transportation for Shipment Collections and Deliveries.
· Updating BL, Invoicing and coordinating with the customers and destination agents regarding Shipments.

· Providing the B/L and Invoice to the Customer for all Import and Export shipments.

· Preparing the necessary documents for Clearance and Delivery of Shipments.

· Taking Release from the shipping line for Export.
· Coordinating with the destination Agents regarding Clearance and Delivery of the shipments.

· Sending Daily and Monthly reports.

· Handling all Personal Effects Shipment (Relocation, Door to Door and Door to Port), Crating and Lashing.
Consolidated Shipping Services L.L.C. (Sales Coordinator) May 2012 – February 2013
Abu Dhabi
· Updating system Regarding Shipment and Invoicing.

· Sales Coordination and after Sales Service.

· Quoting the Customer for Export and Import Enquiries.

· Coordinating with the port agents for the shipment Arrival.

· Taking Booking and Tele Sales.

· Preparing Daily Minutes of the Meeting, Weekly and Monthly Sales Report.
· Updating BL, Invoicing and coordinating with the customers regarding Shipments.

· Sending Daily and Monthly reports.

· Filling Import manifest in Dubai ports and Issuing Delivery Orders for All Import Shipments.
Jairam & Sons (Documentation Executive) Mar. 2011 – Apr. 2012
Agents for The Shipping Corporation Of India Ltd.
Willington Island, Cochin.
· System Updation Regarding BL and Manifest.

· Filling Customs Documents Online.

· Export Documentation for Trans-shipment Vessels.

· Updating system regarding Freight Memo.

· Filling Import and Export General Manifest

Pan Asia Logistics Indian Pvt. Ltd. (Operation Executive) Dec. 2008 – Mar. 2011

Willington Island, Cochin.
· Updating system regarding Container Movements.

· Filling Customs Documents.
· Executing Export shipments.
· Coordinating with Freight Forwarders regarding shipment deliveries.
· Taking Action Regarding Import Container Movements.

· Export and Import General Manifest filling and Documentation.

· Operation Work on Import and Export ICD Containers.
· Preparing Documents for Import personal Effects shipment.

· Preparing documents for Clearance of the Shipments.
· Coordinating with Internal Container Depot for all import and Export 

Container Arrivals and Departures.

· Coordinating with customs for all the container movements.

· Coordinating with the Shipping line for Container Loading and Vessel sailing reports etc.

Bharathi Airtel Communication, Indian Ltd. Mar. 2006 – Nov. 2008
Customer Service Executive:

· Selling facilities to the new clients and collecting feedbacks from the existing customers

· Coordination of both marketing and public Relations during Events. 

· Interacted with clients and utilized excellent organizational skills to arrange and coordinate events.

· Delivered excellent customer service and conducted in-house sales promotions.

· Scheduling the Organization Meetings & weekly Sales Meetings in consultation with Office Manager. 

· Prioritize, distribute and process incoming and outgoing mails for the Admin. Department

· Helping to facilitate effective internal communication between Office Manager and the office members.

· Maintaining of good and systematic filing system for incoming & outgoing documents of the management office.

· Typing correspondences, memos, quotations and reports with strict confidentiality.

· Preparation of inspection reports to submit to the client and the head office on prescribed format. 

· Preparing and circulating Internal/external memos & announcements in consultation with Management Office.
· Performs other duties as requested in the Office environment.
Core Strengths:

· Well-organized, dedicated with positive attitude.

· Hard working team player.

· Thriving on challenging tasks.

Education:
· B.BA. Degree, Madras University, 
     


March 2005
· Higher Secondary (10+2), SSLC,

Elamkulam, Kerala  





  June 1999
Hobbies:

· Listening to the music, singing.
· Internet surfing.

Computer Knowledge:

· Completed all courses from basics to C++.
· MS Office.

· E-mail and Internet Applications.
Languages known:

	
	Speak
	Read
	Write

	English
	Well
	Well
	Well

	Hindi
	Well
	Well
	Well

	Malayalam
	Well
	Well
	Well


Personal Details:
Date of birth


: 27th March 1982
Nationality


: Indian

Marital Status

: Married
References:

· Will be readily furnished upon request.

The above-mentioned details are absolutely true to my knowledge and belief.

Thanking you.

Yours truly,

