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- Post Graduate Diploma (Intnl’ Mrkting & Forex Management)




 B.Com 
PROFESSIONAL SYNOPSIS

· 12+ years of rich comprehensive experience in the areas of:

Supply Chain



Logistics


Import & Export
Commercial Affairs 

· A team worker with a proven ability to build a team and manage the show.
· Self motivated, able to strategically plan and establish internal controls and procedures.

· Proficient in preparing and maintaining statutory requirements, Able to maintain, prepare and file necessary documents, registers, reports and liaising with government departments and regulatory authorities.
CAREER HIGHLIGHTS

Since Aug'10
Super General Co. - Dubai





Supply Chain - Executive
Oct'08-Jul'10
Super General Co. - Dubai





Logistics Coordinator
Aug'07-Jun'08
Shirin Asal Middle East General Trading LLC - Dubai

Commercial Assistant
Jan'04-Apr'07 
Almas Exports & Imports Pvt. Ltd. – Mumbai India
 

Export Executive
Jun'02-Dec'03
Mercator Lines Limited (Shipping Co.) – Mumbai India

Purchase Assistant
CORE COMPETENCIES

Supply Chain Functions
· Liaise with Shipping Lines & Freight forwarders for Negotiation of competitive Sea & Air Freights for Cross Trade, Import & Re-Export.

· Managing commercial activities like timely process of freight & clearing bills of shipping lines and forwarders including transport bills and release of payment on due date.

· Custom clearance procedures for import shipments.

· Timely execution for Exports / Cross Trade Loadings to expedite the system.

· Develop the business relation with Shipping Companies for the better services and to satisfy Customers.

· Liaise with suppliers for shipments and Original documents.

· Updating actual costing in SAP for each purchase order before processing of Goods Receipt Note.

· Monitoring warehouse activities for offloading of containers within port & line expiry time and to ensure deliveries on time.

· Process Goods Receipt Note in SAP for Export shipments.

· Issuing Price List in SAP for New product.

· Preparation and circulation of shipment status report.

· Support Branch office for Shipment Documents and any matter related with Shipping Lines & forwarders.

· Supports business strategy to ensure the success of the Company.
Logistics Functions (Preshipment Activity)
· Ensures timely processing of Purchase Orders in SAP and follow-up on the same so as to process LC to the Suppliers.

· Raising LC applications within 24 hrs from the release of Purchase Order.

· Process LC amendments for any discrepancy in the LC so as not to delay the shipments.

· Follow up for Original documents from Suppliers and Banks to get documents on time and clear Shipments on arrival. 

· Maintain up-date record on all current and planned shipments.

· Develop and maintain healthy relation with Suppliers for smooth flow of information on shipments.

· Process Inward Receipts on SAP.

· Coordinate with the Product and Export Departments to ensure orders are processed on time as per PR.

· Develop business relation with banks for timely processing of LC and release of documents.
Commercial Affairs
· Sourcing Suppliers from all over the world for the required commodities.

· Preparing Purchase and Sales Contract.

· Opening L/C, amendments in L/C, negotiation and follow up with banks for documents.

· Coordinating with suppliers for shipment.

· Preparing Exports document i.e. Commercial Invoice, Packing List, Analysis Certificate, Health Certificate as per Letter of Credit.

· Online Application for C.O.O. & attestation of documents from DCCI and Consulates.

· Liasioning with Shipping Line with regards to Bill of Lading and other related matters. 

· Preparing Exports & Imports summary report.

Training & Certification
· SAP Software Applications Training 

· Time Management Training 

· 5S Methodology Training 

ACADEMIC
· 2004

Post Graduate Diploma in International Marketing
ETTI, Mumbai
& Foreign Exchange Management
· 2002

B.Com 
 





Allahabad University, Allahabad
IT SKILLS

Utility Package 
- MS Office including Word, Excel & PowerPoint. 
ERP    
 - SAP
OS
- Windows: Windows2010/Win7/Vista/XP
PERSONAL DETAILS

Date of Birth 
: 05th July 1981 
Marital Status
: Married
