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	Career Objective


Able to work on self-effort or as a part of team and can deal with administrative duties competently and willing to work as a key player in challenging and creative environment which will help me to explore myself
	Profile Snapshot


· Well experienced in administration with more than 16 years rich experience in the field of Commercial Operations / Export/Import, Shipment & Logistics, General Administration and liaison work with Customs/Excise/Bank
· In-depth understanding of leadership capacities with knowledge of business process and structured methodologies being practiced in industry also having Ability to identify, develop and implement business process
· Proficient with Microsoft Office, E-mail protocol, Internet, Financial Account Softwares application

· Good organizational, interpersonal skills and able to motivate others to drive peak performance

· Creative and resourceful, sense of responsibility and having respect of confidential information

· Ability to work independently in high pressure situations

· Willingness and ability to work in high performance work group environment
	Functional Areas


· Export / Import
· Shipment and Logistic
· Commercial Operations
· Revenue Enhancement
· Team Management
· System's Supervision and Planning
	Scope of Work


· I undertake the various activities on day to day basis all kind of export (by Air/Sea/Land) dispatches and excise formalities
· Coordination of all export activity regarding pre-shipment & post-shipment documentation including issues of sales contract, follow up of payment / LC
· Liaison with CHA, Freight Forwarders and Transporters and ensure cost effective logistics operation
· Overview of daily customs operation to ensure on time clearance with minimum lead time
· Liaison with EIA / COC for issuance of Certificate of Origin
· Follow up with bank for presenting final documents / inward remittance in accordance with the terms of Proforma Invoice/Letter of Credit
· E-Commerce Licence Applications i.e., Advance Licence, EPCG Licence, FMS (Focus Market Scheme), FPS (Focus Products Scheme) and all other application related work with DGFT
· Keeping the track on consumption and utilization against Advance / EPCG Licence, Monitoring Licence closing process and preparation for fulfillment Export Obligation against Advance / EPCG Licence
· Preparations for documents for claiming Government Incentives i.e., Drawback Claims for Export Supplies / Domestic Supplies under Deemed Export Provisions
· Provide information and assistance for filing of local statutory returns including VAT and Govt. levies. (monthly, quarterly, half yearly and annually)
· Coordination with internal departments / service providers to ensure smooth flow of day to day business operations
	Professional Experience


· As Export Executive, October - 2006 to March – 2015
International, Ahmedabad (Exporter of induction furnace and parts thereof, refractory items, cast iron ingot moulds, etc.)

· As Export Executive, December - 2004 to September – 2006

M/s. Poonam Engineering Works, Wadhwancity, Dist.: Surendranagar (Manufacturer and exporter of all types of bearings)

· As Export Assistant, November - 1998 to November – 2004

M/s. Shrijikrupa Industries, Wadhwancity, Dist.: Surendranagar (Manufacturer and exporter of sanitary fittings, bathroom fittings, pipe fittings and builder hardware)
	Educational Qualifications


· B.Com., Saurashtra University, Gujarat


1994

· LL.B., Saurashtra University, Gujarat


1996
	Additional Qualifications


· Computer Skills –
Operating System : MS-DOS, MS-Windows

Software Packages : MS Office (Word, Excel and Power point),

Financial Account Softwares, Internet, E-mails
· I have passed English Type Writing Examination (40WPM) from Gujarat State Examination Board in August 1992
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