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_____________________________________________________________________________________________________________ 

Key Competencies
An effective communicator with excellent relationship building & interpersonal skills, Strong analytical, problem solving & organizational abilities with a flexible attitude and ready to face the challenges
_____________________________________________________________________________________________________________ 

Professional Background
· Identified and implemented enhancements to customer service, communications, and mediation processes to improve efficiency and customer satisfaction.

· Hard working, detail oriented, able to multi-task,
· Able to work under pressure 
· Excellent presentation and reporting skills 
___________________________________________________________________________________________________________ 

Achievement
· Promoted from the post of  Sr. Executive - Customer Service to Team Leader  for overseas department at Dubai Head Office
For Shipping & Road movements activates –Belgium (15-June-2014)
___________________________________________________________________________________________________________
Educational Qualification
· College  – Graduated (B.com), From : KSKV Kutch University Bhuj/Gujarat - Passed Year March -2011

· Diploma – Certified Foreign Trade Logistician from I.I.S.F.T. Institute Gandhidham - Passed Year August – 2010
_________________________________________________________________________________________ 
Computer Skill
Micro Soft


:
Microsoft Office, Internet, E-mailing and Tally 5.4 + 6.3
Web Online / INTTRA

:
INTTRA for MSC, CMA CGM, ANL & Hapag Lloyd
Maersk, Safmarine, APL, Hanjin & OOCL 

NVOCC System


:
Able to work on  NVOCC systems
Company E.R.P System

:
Flair Soft, Invosys & Logisys,
Custom Formalities / E-Gov.
:
Dubai Trade/ Emirsal-2, 
Chamber of Commerce (DCCI)

Ministry of Economy (GSP)

Dubai Port World Facility Payments (DPC / Transport / E-Token, Gate pass DPW
ICEGATE & Visual Impex (Indian Customs Based)
_________________________________________________________________________________________ 
Personal Information
Date of Birth


:
08/April/1987 (27yrs /Male)

Visa



:
Employment Visa (Jebel Ali Free Zone)
Nationality


:
Indian
Language (Speak)

:
English, Hindi, and Gujarati & Sindhi 
Language (Read/Write)

:
English, Hindi, and Gujarati & Sindhi
UAE D/L


:
In Progress / RTA Learning Permit 
_____________________________________________________________________________________________________________
Work Experience

:
03++ Years U.A.E
_____________________________________________________________________________________________________________ 

Current / Organization

:
ATS Shipping LLC.





Level 15-03, The H Dubai Hotel, Close to Trade Centre round about





One Sheikh Zayed Road, P.O. Box28533 Dubai UAE

Obligation

 
:
Sr. Shipping Executive (Team Leader) – Customer Service cum Documentation 

Overseas Sea Import (Belgium)
 Daily Mails and follow up
Tracking on Import Arrivals Shipment at Belgium  

Coordinate with Overseas Forwarder for timely Clarence
Coordinate with entire overseas team for timely Delivery of Shipment 

Reporting to Customer/Shipper against delivered Shipment
Resolve Carrier & Forwarder Payment Issue
Monitoring on Billings & Invoices of Import Shipment
Daily Report to Management 

Overseas Road/Sea Export (Belgium)
Daily Mails and follow up
SAP checking for daily Truck placement/Dispatch for scheduled deliveries of EU 

Supervise daily planning & checking on not loaded or not dispatched trucks 

Coordinate with entire overseas team of Belgium for daily operation issues/solution 
Liaise with Shipper for Export Order (Export from Belgium)

Coordinate with Overseas Carrier for Booking Placement

Coordinate with Overseas Transporter for Container Placement
Follow up with Overseas Forwarder for timely custom clearance of Export Sea Shipment 
Liaise with Operation Team for Containers placements & Stuffing 
Solve Shipment Query/Issues of Customers 

Commercial Communication with Overseas Vendor & Shipping Carriers

Monitoring on Billings & Invoices of Export Shipment for Customer
Liaise with accounts Team and Solve Payments and Invoices Issues/ Disputes of Vendor
Supervise and guide two assistant desk (Sea and Land)  to ensure that all job activities are finished on time with correctness.
Keep up to date with information To Shipper / Consignee & Management 

Daily Reporting & Review Meeting with Management to improve Quality Service for Customer
Export Sea/Air  (Dubai)
Email follow-ups

Expertise to Quote Sea Freights, and Create Clients
Communicate with Local Exporters and customers and Perform for Sales Order/Dispatched and Delivery advice, Commercial Invoice, Packing List, apply Certificate of Origin / attested or Ministry of Economy etc for Export Consignment.
Expertise to Place Container Bookings
Generate E-tokens for Pull out the MTY’s Container and Gate in prior Vessel Cut off. 
Follow up with Operation team to submit Load list, Shipping Instructions to shipping lines prior vessel cut-off, for loading confirmation Apply and arrange collection of Master B/Ls & House B/Ls. And expertise to file A.M.S (U.S), ENS (U.K) and approvals
Prepare Customs formalities like Export Declaration for SEA/AIR shipments, Export bill, and E-token for In/Out Containers, Truck Gate Pass etc through Dubai Trade/MIRSAL – 2.
Create Job in ERP System Flair Soft & Up-date charges to make the payment for OBL collection

Submit the Duty refund document to Customs once gets done. 

Reporting to Management / Customers with daily updates of their shipments

Import Sea/Air – (Dubai)
Email follow-ups

Communicate with Local Importers and customers and arrange document collection for import shipments.
Original Documents like Bill of Lading Invoice, Packing List, Certificate of Origin, Health Certificate, FIRS and MOFI etc,
Create Jobs in ERP System Flair Soft & Up-date the charges to make the payments for D/O collection.

Follow-up with Shipping lines/Air Agents to confirm Import Arrivals prior shipment ETA and collect Delivery Order and Freight
 




Invoices from Shipping line / Air Agents

Prepare Customs formalities like Import Bill of Entries, Exit Entry for SEA/AIR shipments, and E-token Gate In/Out MTYs Containers, Truck Gate Pass etc through Dubai Trade/MIRSAL – 2.
Schedule Transportation for FCL/LCL shipments to arrange delivery of goods at customer’s premises

Submit the Duty refundable documents to Customs once get done. 

Reporting to Management & to the Customers with daily updates of their shipments
LCL – Console / Transshipment / Warehouse and logistics – (Dubai)
Email follow-ups

Communicate with Load Port Agents

Receive Pre-Alerts (MBL + HBL + Manifest + Invoice)

Follow-up with Shipping Lines/Air Agents for ETA and NOC (D/O) readiness prior shipment Arrival Up-Date Vessel details and Rotation

Create Job In E.R.P System (Flair Soft)

Prepare Manifest in System and Upload online in Dubai Trade Prior vessel ETA.

Update Credit Note / Debit Note and Load port Charges in System

Send Cargo Arrival Notice to C’nees prior Vessel ETA.

Prepare line charges and arrange payments for NOC collection.

NOC linking in Dubai Trade
Submit Cargo Transfer form and Manifest to Operation team to pull out the containers from Port to Warehouse.
Issue D/O to C’nees.

Arrange Bookings with Local Co-Loader for Transshipment Goods

Submit Shipping Instructions to Co-Loader 
Collect Freight Invoice and Make Payments to co loader
Send Pre-Alerts to Destination Agents
Update /Report to Load port agent once D/O collected by C’nee

Process Cargo Transfer forms / Internal FZ Transfer in/out BOE / FZ Transit In/Out BOE

Supervising arrival shipments, Goods delivery & Warehouse activities

Reporting to Management with daily updates

Reporting to Load port agents with daily tally sheet and De-stuffing Reports
3 Years + (Jan - 2012 – At Present)
_____________________________________________________________________________________________________________ 

Employment History 

:
04 years India
_____________________________________________________________________________________________________________

Organization


:
LILADHAR PASOO FORWARDERS PVT LTD.





Plot No. 4, Sector No. 1, K.S.E.Z, | Gandhidham|Gujarat-370230| India
Obligation
:
Sr. Executive - Customer Service & Export Documentation  

Prepare Delivery advice, Commercial Invoice, Packing List, Certificate of Origin & G.S.P etc for Export Goods. Prepares customs formalities like Export Shipping Bill of entry, Duty Exception for Indian Customs, Coordinate with Shipping line to Buy Sea Freights for required Destinations, Schedule Export Shipments, Arrange Container Bookings, File AMS, ENS & S/I to the Shipping Lines & and arrange OB/Ls, Self-Co-ordinate With Local Customers, Foreign Buyers/Importers, Shipping Lines, CFS and Operation team regarding shipments, Reporting to Management / Customers with daily updates of their shipments.

Duration


:
  2 Years (Jan - 2010 to Dec - 2011)
_____________________________________________________________________________________________________________ 

Organization


:
ADITYA MARINE LIMITED





Dhiraj Chamber 1st Floor, Plot No. 36 Sec/9-A Gandhidham|Gujarat-370201| India
Obligation


:
Jr. Executive - Customer Service Unit / Export Documentation

Prepare Delivery advice, Commercial Invoice, Packing List, Certificate of Origin & G.S.P etc for Export Goods. Prepares customs formalities like Export Shipping Bill of entry, Duty Exception for Indian Customs, Coordinate with Shipping, Arrange Container Bookings, File AMS, ENS & S/I to the Shipping Lines & and arrange OB/Ls, Self-Co-ordinate With Local Customers, Foreign Buyers/Importers, Shipping Lines, CFS and Operation team regarding shipments, Reporting to Management / Customers with daily updates of their shipments.
Duration


:
 22 Months (March - 2008 to Dec 2009)
_____________________________________________________________________________________________________________ 

Employment History 

:
02++ years West Africa (Liberia/ Sierra Leone)
_____________________________________________________________________________________________________________ 

Organization


:
UNIVERSAL IMPORT & EXPORT INC.





Whole Seller & Retailer of Food Products





U.N Drive-Via town Street, Liberia - Monrovia (West Africa)
Obligation


:
Assistant Manager

Office administration, Payment Collection and Banking

Goods Supply Chain Management, Stock Keeping and Reporting

To collect shipping Documents and Bill of Lading from Exporters

Prepare customs formalities with CHA and pay BIVAC/Custom duties.

Performed to collect Delivery orders from shipping lines

Follow-up for Import Container Clearance, Goods Distributions and Payment Collections from local markets and retail shops

Duration


:
 2 Years + 03 months (Dec - 2005 to Feb 2008)
____________________________________________________________________________________________________ 

