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Career Objective:

A position requiring my knowledge, skill and experience in Data Entry and Export and Custom Documentation field. I aspire to work in a highly competitive and challenging environment and commitment to perform quality work.

Educational Qualification:

B.A. (ECONOMICS) – Aditanar College of Arts and Science. (From 1997-2000)

(Affiliated to Manonmaniam Sundaranar University), India.
Technical Qualification:
Advance Diploma in Web Enabled Application Programming Techniques.

(Bhari Information Technology Limited – Chennai) (From Jun 2000 – Aug 2002)

Work  Experience:
Current: ETA Zenath Paper Traders LLC, Dubai, UAE.

Designation : Executive – Export Documentation (From 06th  March 2010 to 15th July 2015)

Current Job Responsibilities:

· Preparation of Export Documents - Sector Handle – (Shipment From UAE, Saudi, Qatar, Kuwait, Bahrain)
· Arranging Containers, Monitoring Container Movement and Clearance of Containers in Port.

· Dealing with shipping companies for Export documentation & Freight negotiations
· Knowledge of Online booking from various shipping web site providing BL details & load list to shipping line

· Providing BL Instruction through Online and following up with shipping line for corrections and confirmation of Bill of Lading.

· Passing Customs documents like Export Bill of entry, Export declaration, GCC BE,  Sea by online E- Mirsal II  and E-Clearance from Dubai trade site 

· Export Documents – Invoice, Packing List, Bill of Lading, Chamber of Commerce, Inspection Certificate.

· Arranging Insurance for shipments.

· Handling Document For LC, DP & TT Documents.

· Managing Local customers and preparing invoices on weekly basis.

· Booking of Supplier Material Invoices, Shipping Line Freight Invoice in SAP

· Monitoring Stock Movement – Stock Loaded, Balance in Yard and preparing monthly stock movement report and reporting to Division and Finance Manager. 
· Interacting with all shipping line on vessel routes and arranging proper shipping vessel which will reduce the cost and time in reaching customer destination. 

Previous Company: ETA Zenath Oil Derivatives LLC, Dubai, UAE.
Designation : Executive – Invoice Department   (From 28th Sep 2006  to 05th March 2010)

Job Responsibilities:

· Preparation of Diesel Commercial Invoice

· Sending Purchase Order to Suppliers.

· Monitoring Daily Diesel Gas Oil Stock and Vehicle Movement.
· Arranging vehicles for Loading and Delivery of Diesel Gas Oil.

· Booking of MRN and Supplier Invoices.

· Arranging Swipe Cards to Small quantity - Filling Customers. 

Previous Company: Sterlite Foundation, India

Designation : Computer Faculty    (From Sep 2002 to Aug 2006)

Skills and Abilities:
Operating System

:
MS-Dos,  MS Windows

Office Packages

:
MS Word, MS Excel, MS PowerPoint 
Databases


:
SAP, Oracle
Personal Profile:

Date of Birth


:
24-06-1980

Nationality


:
Indian

Marital Status


:
Married

Languages Known

:
English, Hindi, Tamil
