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FORTE

· Interacting with various business and functional groups to ensure smooth & timely resolution of complaints leading to customer satisfaction

· Ability to understand the critical needs/requirements of customer and contribute towards resolving the issues

· Able to handle multiple tasks at one time

· Managing the team activities and share peculiar cases with the team on routine basis

· Initiate process improvements to build internal commitment and external credibility

· An efficient organizer, excellent with numbers and in presentation skills

PROFESSIONAL EXPERIENCE

TRANS CORAL SHIPPING CO.

Position – Logistics Coordinator

(November 15, 2013 – Till date)

Role and Responsibilities:

· Responding to customers or shippers questions and queries.

· Arrange transportation and forwarding services for all orders to ensure material is delivered as per schedule.
· Providing, routing information and issuing shipping instructions to ensure deliveries arrive on time and to their correct location.

· Tracking of goods enroot to their destination, ensuring any problems that may arise are resolved so as to avoid delays.

· Coordinating with shippers for the required documents and providing bill of lading, for their reference. 

· On the arrival of shipment, clearing the shipment and arrange the required documents to get the cargo released from port.
· Contacting local transporter to pick and deliver the cargo to destination.
· To charter bulk carriers or containers on behalf of the client and to keenly negotiate the deal from start to finish and to also follow-up as required.
HORIZON MEDICAL SUPPLIES

Position – Logistics Coordinator

(August 21st, 2012 – September 25th, 2013)

Role and Responsibilities:

· Forecasting, planning and organizing shipments from suppliers.

· Communicating and coordinating with carriers/ agents/ freight forwarders and shipping lines for imports by sea and ensuring to get best offers/ quotes by maximum reductions of freight cost.

· Coordinating within Logistics team and making sure that work and logistics matters go smooth. 

· Coordinating with department heads to ensure smooth and safe delivery to our customers;

· Coordinate and control the order cycle and associated information systems, also allocate and manage staff resources according to changing needs;

· Prepare periodic monthly, weekly and daily reports for Finance, Customer Relations, Operations and General Management as per agreed templates and standards. Records and reports all stock counts, including time tabling, discrepancies/ expired  and obsolete goods, services rendered and costs thereby preventing liabilities to the customers.

· Regular communication with Principles/ Suppliers, Customers and Colleagues via verbal, emails, fax, telecom etc;

· Arranging and approving SOF’s and POF’s;

· Arranging and processing the necessary documents required by the authorities (MOH & Customs) for imports;

· Getting Sales Order Forms (SOF) and Principle Order Forms (POF) approved after checking if the required details are correct.

· Making sure all Delivery Notes and Invoices are submitted to clients on time to ensure that we receive our payment in time.
· Ensuring that any verbal communication is diverted to an official written email, whether with colleagues or with clients
COMPUTER LITERACY

· Microsoft Office 2000 including MS Word, MS Excel, MS Access, MS PowerPoint & MS Outlook.
EDUCATIONAL QUALIFICATION

	Degree
	Year
	Institution
	Board/University

	MBA
	2013 – 2015 
	Manipal
	Indian Board (Awaiting results)

	Bachelor Of Commerce  
	2008-2011
	St. Mary’s Degree College
	Osmania University

Hyderabad

	HSSC
	2006-2008
	St. Mary’s Centenary College
	Andhra Pradesh Board

	SSC
	2005 - 2006
	Mount Carmel High School 
	Andhra Pradesh Board


PERSONAL INFORMATION

Date of Birth


: 10th August, 1989

Marital status


: Unmarried

Nationality


: Indian 

Religion


: Christian

Gender


: Female

Languages


: English, Hindi and Telugu 

Interests


: Reading Books and Listening to Music 

