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	PROFILE SUMMARY
	
	

	Gulf experienced with 9+ years of extensive knowledge in Logistics, Warehousing, Import/Export, General Management, Administration & Operations. Possess knowledge on various procedures - practices related to logistics with strong background in import/ export documentations, inventory and cost control. Strategic leader with strong coordination, analytical, organizational, planning, negotiation, time management, problem solving, decision making and communication skills. Seeks a supervisory work profile to use gained knowledge, experience and management skills.


	STRENGTHS

	· 9+ years Gulf experienced logistics professional  
	· Ability to analyse and solve problems 

	· Ability to handle extra responsibilities 
	· Ability to put in extra efforts when called for 

	· Result oriented – Committed – Adaptable
· Possesses excellent organizational skills and can work well independently
· Quick learner
	· People Management & Team Building Skills 
· Good organizational skills
· Proficeint in Microsoft Office


	
	ACHIEVEMENTS
	

	

	· Initially joined Orchid Paper Trading LLC as Accounts Assistant and received promotions to become the Logistics Head.
· Performed assigned workload with enthusiasm, confidence, commitment and dedication, thus appointed with additional responsibilities.

· Achieved and surpassed the expected level of management objectives in terms of logistics operations, coordinating / liaising and managing complete shipments 

· Developed effective and practical solutions to challenges and obstacles in import/ export activities and procedures using personal judgment and initiative. 
· Successfully developed and implemented new procedures for logistics and warehouse.
· Displayed strong managerial skills in problem solving, planning, managing, coordinating and motivating subordinates.


`
	
	CAREER SNAPSHOT
	

	

	Logistics Executive, Orchid Paper Trading LLC, Dubai, UAE 

	2005 – 2014 

	Accounts Assistant, Bazmani General Trading LLC, Dubai, UAE

 
	2004 – 2005 

	
	A R E A S  O F  E X P E R T I S E
	

	· Provide leadership and direction in ensuring the smooth functioning of overall logistics operations of the company applying knowledge and experience in logistics management.

· Plan, direct and control logistics activities including receiving, inspection, storage, and issuing, packing, inventory control, order processing, invoicing and negotiation.

· Provide full inventory support and track all stock movements, simplifying reconciliation
· Preparing & passing all types of freezone and local customs declarations through Dubai trade online.

· Knowledge of JAFZA customs clearance procedure and documentation requirements of UAE/GCC
· Thorough understanding of Inco terms 2010 and shipping terminology

· Prepare Pre & Post Shipment Documentation as per PO, PI & LC terms

· Warehouse management skills resulting in accurate inventory level and smooth operations

· Administration / Operations / Planning

· Highly proficient in MS Office applications

· Another important aspect is dealing with the PRO, for renewal of trade license, labour cards, jafza gate pass, customs representative cards, visa applications and cancellations

· Results driven team leader with sound judgement, problem solving, decision making, planning, monitoring, organization, coordination, interpersonal and communication skills.



	
	PROVEN JOB ROLE
	

	

	Inbound Sea/Air/Road Shipments
· Checking the Proforma Invoice according to the requirements and forwarding to the supplier
· Preparation and checking of Documentary Credits (Letter of Credits)
· Following up with the suppliers, banks and shipping companies
· Checking  the shipping documents and verify if all the details are correct
· Passing import declaration through E-Clearance
· Arranging and handling inspection of goods if needed

· Monitoring of Import Shipments and make sure consignment cleared from port within free time 

provided by shipping lines
· DP payments and E-Tokens
· Filing the necessary documents
· Maintaining and updating the import schedule and details reports 
· Submitting the original documents to Dubai Customs within 14 days
Outbound Sea/Air/Road Shipments

· Preparation and checking of Proforma Invoice

· Preparation of all shipping documents according to normal and LC terms
· Passing the export declaration through E-Clearance
· Arranging and handling of customs inspection
· Supervising the outbound shipments

· Applying online and submitting the export documents for duty refund
· Liaising with shipping companies, banks, clearing agents, transporters and freight forwarders

· Freight negotiations and container booking

· Shipment tracking and updating the customer on timely basis

· Maintaining and updating the export shipments & duty claim reports
Warehouse Administrator
· Supervising inbound and outbound shipments
· Manages warehousing and distribution compliance with all customs regulations and documentation

· Verify inventory computations by comparing them to physical counts of stock, and investigate
discrepencies or adjust errors

· Transportation arranging shipments
· Supervising trucks and containers for stuffing and de-stuffing

· Having regular meeting with the team to develop effective team work and to understand their work

and changes if needed
· Organize export shipments from branch offices
· Ensures that effective inventory management takes place for all items in warehouse
· Develop and implement effective stock control and audit systems to ensure stocks are maintained
properly
· Ensures all the stock records are maintained properly

Accounts
· Preparing cost sheets
· Preparation of MIS

· Checking, signing the invoices and confirmations prepared by the sales coordinator

· Preparing & checking of Payments, Receipts, Journal Vouchers, Branch Transfers, Sales Returns & Import Purchase

· Reconciliations of Bank Statements

· Follow up for the payments from the clients
· Preparing various reports and submitting to the management

· Liaison with auditors and chief accountant
QUALIFICATIONS 
Bachelor of Commerce with Computers, Osmania University, Hyderabad, India
2002
Higher Diploma in Sofware Engineering, Aptech Computer Education, Hyderabad, India 

2002
Diploma in Gulf Accounting Packages, Times Computer Education, Hyderabad, India  
2003

	

	
	

	
	PERSONAL DETAILS
	

	

	Nationality 
	:
	Indian 

	Date of Birth 
	:
	16th November 1981

	Marital Status
	:
	Married

	Visa Status
	:
	Visit Visa 

	Driving License 
	:
	UAE Light Vehicle 

	Languages 
	:
	English, Hindi & Urdu
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