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Commercial Import & Export Coordinator &  Inventory Controller
Career Objective
An experienced professional having exclusive knowledge of complete import and export procedures, 

Seeking a position in Export & Import as Document executive and Inventory Controller

Career Summary

· Having 7 Years Experience
· Strong writing and communicative skills.
· In-depth knowledge of import export policies.
· Excellent analytical skills.
· In-depth knowledge of geographical areas.
· Strong knowledge of Inventory Data Control.
· Good problem solving skills.
· Excellent organizational skills.
· Shipping Documentation as per L/C Conditions.
· Good at coordinating team management.
· Have exclusive planning skills.
· Highly skilled at maintaining, trading data and complying with regulations

· Proficient knowledge of foreign trade procedures, documentation
· Excellent time management abilities that help execute projects on time

· Exemplary communication skills that help ensure accurate transfer of information
Duties and Responsibilities:
· Monitors and maintains current inventory levels; processes purchasing orders as required; tracks orders and investigates problems.
· Records purchases, maintains database, performs physical count of inventory, and reconciles actual stock count to computer-generated reports.

· Receives, unpacks, and delivers goods; re-stocks items as necessary; labels shelves.

· Processes and/or approves invoices for payment.

· Processes and documents returns as required following established procedures.

· Performs routine clerical duties, including data entry, answering telephones, and assisting customers.

· May serve as cashier and handle cash and cash-related payments.

· May lead, guide, and train staff/student employees, interns, and/or volunteers performing related work; may participate in the recruitment of volunteers, as appropriate to the area of operation.
· Performs miscellaneous job-related duties as assigned

· Order processing for products, spares for assigned customers, ensuring compliances within organizational guidelines.

· Receive and process sales orders and purchase orders in system based on customer orders for defined set of customers
· Coordinate with supplier for obtaining Quotation for Air / Ocean freight as per INCO Terms.

· Weekly monitoring to ensure all orders are processed completely (PO creation, EDI transmission etc.) and close sales orders and purchase orders in the system on time

· Continuous monitoring of orders and coordination with respective suppliers to ensure timely delivery of customer orders

· Works closely with customer support, sales, product management, commercials and suppliers

· Prepare and send all shipping documents for timely clearance, prepared documents for ocean and air freights for customs clearance. 

· Ensure timely billing and close sales orders and purchase orders on time

· Responsible for Export control process relevant for the defined set of customers

· Arranged domestics and international shipments for customers. 

· Ensured all imported and exported items are correctly classified. Coordinate with freight forwarders, clearing agents for smooth clearance of the goods
· Shipment planning and coordination with production for timely delivery to customer.

· Export / Import document preparation as per L/C or non L/C Conditions (Invoice, Packing List, B/L, and COO) and other documents of LC conditions supporting documents.

· Negotiate documents against payment, acceptance, and advance payment discount bills, Collection bills follow-up till the payment is realized.

· Price negotiation with the Shipping Company for LCL, FCL, OT containers for Import / Export material as budget cost.

· Maintained strong lines of communication with both internal departments and external clients.
· Created sales and inventory reconciliation reports. 

· Maintained Cumulative & Debtor analysis reports for foreign and local suppliers

· Handle responsibilities of analyzing inventory processes and trends as well as recommend changes, when required

· Responsible for implementing and coordinating physical inventory/cycle counts of inventory items based on standard operating procedures

· Prepare Accounts related invoice, Bank Reconciliation Report, Bills payable & receivable, Forecast reports, Internal Auditing for material etc…
Personal Traits

· Able to work under pressure.

· Responsible and reliable.

· Able to communicate in different languages.

· Hard working.

· Able to perform multi task work
Achievements

· Clean & timely Negotiation of documents resulting with excellent relations with customers and suppliers 

· Completed the work on time and payment collected without failure in projects
· M/s. Star Cement for M/S.ABB Ltd, 85 TPD Cement Grinding Plant Project, Yemen. Projects completed and 100% Collected on time as per Project Schedule

Employers

· Working as an Export Coordinator and Production Inventory Data Controller for                M/s. Technical Metal Industrial Co LLC Since Jan’2014 to till date

· Worked as a Commercial Executive – Import & Export Documentation for               M/s. ETA Melco Elevator Co LLC from Jul’11 to Dec’13
· Worked as an Admin Assistant and Project Coordinator for M/s. ETA Info-Tech LLC        from Jun’08 to Jun’11
· Worked as an Account Assistant for M/s. Kalgan Consultant Pvt. Ltd  from Sep’07 to May’08

· Worked as a Customer Service Coordinator for M/s. BSNL Cell –One from Sep’ 04 to Aug’07

· Worked as a Supervisor for M/s. Kannabiran Motors – Hero Honda from Sep’ 03 to Aug’04
Educational Qualification

· M.Sc. (Mathematics) - Tamil Nadu Open University, Completed in 2007 at Chennai, India
· DPTT (Diploma Course), Tamil Nadu Open University, Completed in 2008 at Chennai, India  

· B.Sc. (Mathematics) , Madurai Kamaraj University, Completed in 2003 at Devakottai, India
· Logistics – Import & Export Training program – DIBM , Dubai
Computer Skills
Operating Systems

:
Windows 2008/2007/2000/XP/95/98/NT
M S Office (2010)

:
Word, Excel, Power Point & MS-Access
Accounting Packages

:
Tally ERP 9.0, Orbit, Crystal ERP
Web & Browsers

:
MS-Outlook, IE, 
Personal Details

Gender



:
Male
Nationality


:
Indian
Date of Birth


:
12th Jan 1983
Marital Status


:
Married 
Languages Known
:
English, Tamil, Malayalam (Beginner)
Driving License

:
Under Process
Cover Letter

Respected Sir/Madam,
With all due respect I take this opportunity to introduce myself to your esteemed organization. I, MANSOOR ALI ABDUL RASAK have been looking forward to associate myself with a progressive and professional organization where there is growth and potential for realization of a person's abilities and skills. I have completed Master's Degree in Mathematics.
 I have a very keen flair and I guess all the required attributes of making it big in your Organization. Ability to adapt, willingness to learn when required, industrious, punctuality and team work are the few key factors that I posses, which I am sure would go a long way in making my skills better.

Finally, while thanking you for your kind perusal, if given an opportunity, I assure you of quality service to the best of my ability and contribution in building the reputation of my employer regardless of any constraints.
I therefore enclose my detailed curriculum vitae for your kind perusal and reference. I hope this would enable you to advice any suitable position available in your esteemed company.
MANSOOR ALI ABDUL RASAK 
Mobile: +971554989059 (UAE)
 Email :dhanamansoor@gmail.com
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