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OBJECTIVES:
LogisticsSupport/ShippingCoordinator
PROFESSIONAL EXPERIENCE:
1. Logistic Officer (Document Controller)

    SARDAR AUTOMOBILE TRADING LLC

Ras Al Khor, Ducamz, Dubai, UAE

     November 2013 – Present

DutiesandResponsibilities:
· Enter data’s using Dubai trade, Mirsal II.
· Tracking of products and making sure they arrive on time for shipment.
· Preparesshippingdocumentation&maintainsrecordsforproductshipment.

· Assistsinprocessingofpermitsanddocumentsneededforlocaltransactions.

· Ensuresinsurancecoverageineverydelivery.

· Receivesanddistributesrelatedshippingdocumentstotheotherconcerneddepartments.

· Arrangestransportationandforwardingservicesforallorders andmonitordeliverystatustoensurematerialisdeliveredasperschedule.

· Responding  to  customer  and  management  inquiries  regarding  serviceschedules,inventory&shipmentstatus.

· Regularlyupdatesclientsespeciallyincaseofdelay/discrepanciesinorders.

· Postsordersandshippinginformationdailyusingcomputerprogram.

· Preparesmonthlydeliveryperformancereportonapercustomerbasis.

· Prepares required documents for custom clearances, in terms of receivinggoods.

· Receives the products from suppliers and checking them if there is any damage then identifies the specifications of the vehicles

· Files documents like bill of lading, exit papers, export declaration, invoice, customs cargo clearance, receipts and other papers that needs to be filed.

· Input data about the vehicles for processing of export declarations and VCC.

· Coordinate with customers and shipping lines for the details on where the vehicles will be exported. 

· Arrange stocks orderly in our showroom, make inventory report every end of the month 

2. Shipping Coordinator

LERIO SHIPPING INC.
Cebu City, Philippines

July 2011–October 2013
DutiesandResponsibilities:
· Files documents like bill of lading, exit papers, export declaration, invoice, customs cargo clearance, receipts and other papers that needs to be filed.

· Postsordersandshippinginformationdailyusingcomputerprogram.

· Tracing of cargo shipments and coordinate with personnel for the distribution of goods.

· Arrangestransportationandforwardingservicesforallorders andmonitordeliverystatustoensurematerialisdeliveredasperschedule.

· Assistsinprocessingofpermitsanddocumentsneededforlocaltransactions.

· Ensuresinsurancecoverageineverydelivery.

· Responding  to  customer  and  management  inquiries  regarding  serviceschedules,inventory&shipmentstatus.
SKILLSANDPERSONALATTRIBUTES:
· Has knowledge about mirsal II & familiaritywithdocumentsandterminology

· Excellentcommunicationskills–oral&written

· Attention to  detail from  drafting,  scheduling  meetings  and  calendaringdeadlines

· ProficientinMicrosoftWord,MSExcel&MSPowerPointapplications

· Knowshowtogetalongwithco-workersandcollaboratewiththirdpartiestogetthejobdone

· Knowshowtojugglemultipleassignmentsandcompetingpriorities

· Canmanagegrowingworkloads

· Canperforminternetresearchformultitudeoftaskssuchasfindingdirections,gatheringclientinformationandresearchingthecompetition

SEMINARS&TRAININGS:
· FirstStudentHumanResourceDevelopment ManagementConvention

September2013

Cebu City, Philippines

· 3rd StudentMarketingConvention
September 2013

Cebu City, Philippines

QUALIFICATIONS:
College
BachelorofScience Business AdministrationMajorinEntrepreneurship(Commerce)
UniversityofSanCarlos(USC)

CebuCity,Philippines

Elementary and High school
Ateneo de Cebu (Sacred Heart School-Jesuits)
Cebu City, Philippines
PERSONAL INFORMATION:
Nationality:Filipino

Dateof Birth:August11, 1987

Civil Status: Single

Religion:    Christianity
Visa Status: Free Zone Visa
CharacterReferencesareavailableUponRequest.

