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Executive profile
Objective:

I intend to get the right platform to showcase my coordination skills and management knowledge in the field of operations or logistics or supply chain management through which I can help the organization reach its goals and objectives.

Skill Highlights
· Microsoft office skills

· Co-ordinating the customers & clients
· Ability to work under pressure.
· Keeping time management

Professional Experience
Operation Assistant (Ocean)
February 2013 to January 2015
Time Rich Shipping Pvt. Ltd. – Chennai
Job Responsibilities 
       1. Plan Shipment

· Retrieve booking information saved by Customer Service (3 - 4 times) daily. 

· Plan and execute the booking request & liaison Customer service for any additional info.

· Update shipment booking file in the system with additional information.

· Liaison with relevant stakeholders for execution of various ser. like CHB, Trucking & Insurance.

· Terminate / delete the job if commodity, country compliance/ rules not met.

2. Send Pre-advice to Destination
• Create & Send pre-advice to Destination & Register approval of pre-advice.

• Perform Carrier Booking.

• Register the carrier booking details in the system.

• Confirm booking with carrier details / DO to Customer service / Customer.

• Send SI to Carrier & receive Master BL.

3. Receive Cargo

• Coordinate with CFS team for cargo receipt for LCL shipments.

• Create/ Update load plan for shipments in the system.

• Receive & Prepare Shipping Doc.

• Update systems and create draft HBL/ MBL & send for verification.

• Amend HBL/MBL if required and prepare the final HBL/MBL.

• Inform Customer Ser that HBL is ready for printing.

• Send AMS/ACI to Customs Documentation staff.
4. Submit Pre-alert
• Submit pre-alert to the destination.

5. Operational Finance

• Create Cost & Rev. Estimates.

• Trigger upload of estimates to E-TRANS.

• Create invoice and dispatch the same to Customer/ Customer Service.

• Resolve vendor Invoice queries & report incorrect invoices to carrier booking associate.

EXECUTIVE – customer service (Export)
June 2011 to December 2012
Blue Ray Shipping Pvt. Ltd – Chennai 
Job Responsibilities
· Receive orders via phone, e-mail, and fax, and enter orders into the system.

· Place purchase orders and confirm sale/buy prices.

· Coordinate shipments with carriers. Arrange equipment, loading/unloading scheduling and requirements.

· Communicate with customer on shipping schedule, pricing, product availability, product/shipping

· Doc’s, sample request and loading requirements, and order confirmation 
· Forecast, gather, input and coordinate inventory activity data to accurately reflect product movement, and ensures product availability for future orders/shipments.

· Enter data into system for invoicing.

· Compile invoice information monthly for summary billing to certain customers.

· Track and trace railcar movements to ensure availability, estimate loading dates and transit times, schedule future orders.

· Maintain and update system database regarding customers, products, suppliers, pricing.

Technical profile
· Attended one month Internship Training in café coffee day, Bangalore.
· Undergone three month project in Agility Logistics, Chennai.

· Participated in the conference of auto SCM 2010 held in hotel le royal meridian, Chennai.

· Active participation in all events in workplace.

Education 

MBA in Logistics & Supply Chain Management

Vels University in the year 2011
Chennai, Tamilnadu, India

Secured an aggregate of 60.89%
Bachelor Degree in Computer Science

Bharathidasan University in the year 2009
Trichy, Tamilnadu, India

Secured an aggregate of 70%

Higher Secondary 

Tamilnadu State board School in the year 2006
pudukkottai, Tamilnadu, India

Secured an aggregate of 50%
Personal Information
Date of Birth

:
17-June-1989
Marital Status

:
Unmarried

Nationality

:
Indian

Languages

:
English & Tamil 

