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PERSONASUMMARY
A results driven, hardworking and capable Export, Import Documenter with a track record of significantly reducing costs and also improving a company’s processes and corporate Export. Import programs. Having a proven ability to ensure that a company enjoys a competitive edge when compared to their competitors by securing the best quality, price and terms from suppliers. Always delivering results against strategic
	objectives,
	whilstworking
	within
	the
	organizations
	core

	values
	and
	beliefs. Now looking for a new and challenging Export,

	Import  document
	controller, one
	that  will
	make
	best  use  of
	existing


abilities and knowledge and also further my career and professional development.

Job Profile:
EXPORT:
Vessel schedule follow up. Booking containers online.
Preparing shipping bills through EDI.
Transport arrangement for empty container movement.
Coordinating with Cha’s for inspection & stuffing.
Processing of documents for customs house.
Preparing house bill of lading / master bill of lading / AMS Pre-alerts & scanned documents to overseas agents. Dispatching documents to customer on time.
Follow up of goods in transit.
Perform general warehouse duties.
Monitor stock movement and updating of stock information. Monitoring loading and unloading of cargo & equipments.
Assisting Cha’s for Gate out of container with proper customs formalities
Perform periodical stock check.
IMPORT:
Vessel schedule follow up Delivery –order charges follow up
Preparing bill of entry through EDI ( Both home consumption& warehouse ) Assisting Importer for duty payment.
Processing of documents for customs house. Transport arrangement for goods delivery. Dispatching original documents to customer on time. Follow up of goods in transit.
Handling PNR movement and allocating yard location for containers.
Assisting Cha’s for inspection & delivery with proper documents
Verification.
Coordinating with Cha’s for LCL destuffing & delivery.
Monitor stock movement and updating of yard stock information.
CARRER HISTORY
3 Years working Experience as Export, Import document controller an Export &
Import firm in India
EDUCATION
Pre-Degree completed in commerce from Kerala University India
Completed computer course advanced proficiency in Microsoft Excel, Word and Office Assistance
PERSONAL DETAILS
Date of Birth
:  20th April 1974
Marital Status
:  Married
Languages Known: English, Hindi, Malayalam, Tamil.
Driving License
: Having Indian driving License for two wheeler and four wheeler
Nationality
: Indian
Declaration
I hereby declare that the given particulars are true to the best of my knowledge and belief and I am sure that I will be able to contribute my best to the growth of the Organization.
