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CURRICULUM VITAE
	


PROFESSIONAL OBJECTIVE

Valuable UAE experience of 8 years to support me as an Asset to the Organizations as LOGISTICS / SALES / WARE HOUSING/ OPERATIONS DEPARTMENTS
To contribute the best of my abilities towards success of the organization by adopting a logic of “retention, expansion and exploration” of customer base & client relationship.

To build my carrier in a progressive organization in a leading position, that will provide me exciting opportunities to utilize my skills and experience in such a way to add more value to the organization and to learn more about Order Management & SCM.
KEY COMPETENCIES

· Logistics Co-ordination

· Sales Coordination / Follow up – Updates

· Quality Customer Service

· Customs documents (Clearance / Forwarding)

· Import & Export Documentation (Sea/Air/Land)

· Well versed with Incoterms 2010

· Preparing relevant documents on L/C Execution (Letter of Credit) 

TECHNICAL PROFICIENCY

· ERP Oracle SCM – Order Management
· Freight forwarding software package – Flotila
· Hands on experience on e-Mirsal I & II
· ERP Package – Visual Enterprise
· Accounting Package – Tally 
PROFESSIONAL EXPERIENCE (UAE)

UNIKAI (UNITED KAIPARA DAIRIES CO, (P.S.C)  12/08/2013 to Still Working
Designation - Logistics Coordinator

Company Profile : United Kaipara Dairies Co. (P.S.C) popularly known as UNIKAI is one of the largest dairy foods company in the Arabian Peninsula. A wide range of Dairy, Ice Cream and Juice products Juices , food products  with brand name  Al Moruj Fresh Milk, Unikai Yogurt ,Unikai Fresh Juices , Unikai UHT Juices & Milk , Flavoured milks , Mumtaz Rice , Areej Rice are produced at UNIKAI and sold in the domestic as well as international markets. Unikai has Operation in all over GCC and export their products worldwide through their workforce of more than 2000 People.
· Managing the supply chain and all Presales delivery (Retail / Food Services (HORECA) / Wholesale Bulk Order)
· Strong knowledge of Oracle Application Functionality, scheme and development frameworks. 
· Prepare MIS reports for Management.
· Prepare OTIF report.
· Clubbing All the Sales Orders as per Area Route / Delivery Accepting time / Quantity / Customer’s Standard (A Class B Class)
· Scheduling and controlling of forecasting, sales order processing, shipping, inventory management with the support of ERP system.
· Order management  in ERP booking Sales Invoice.
· Coordinate with sales and stock yard team for timely dispatch. 
·  Verify all documents prepared for Presale delivery. (Move Order / Sales Invoices / Gate Pass / Trip Sheet)
· GRV (Goods Return Voucher) collection and making documents.
· Prepare PWF (Product Withdrawal Form) and booking reverse entry in ERP system against Sales Invoice.  
·  Coordinates the interface between logistics functions such as procurement, transportation, and warehousing to ensure efficient, timely, and cost effective support. 
· Take remedial actions for complex & faulty channels in delivery.  
· Coordinates  with production team for  the availability of stock and also checks  Shelf Life  before Dispatch of goods
· Arranging meetings with drivers and helpers
· Prepare performance report of drivers and helpers on monthly basis
· Daily Dispatch details reporting to Logistics Manager.
· Fleet management (Co-Ordinate with Fleet Supervisor and Drivers)
· Trained new joiners and assigned work to them.
· Responsible for transportation and fleet management  and handling  more than  200 routes  and fleet of  UHT Dairy , Ice cream and Dry trading Business
ROYAL PALLET AND PACKING INDUSTRY LLC (JEBEL ALI, DUBAI, UAE)05/10/2009 TO 04/10/2012 
Designation - Logistics Coordinator

The Company is issuing the certification of ISPM-15 (Heat Treatment)International Standards for Phytosanitary Measures No.15 (ISPM 15) is an International Phytosanitary Measure developed by the International Plant Protection Convention (IPPC) and the company is manufacturing and supplying of Wooden Pallets, Wooden boxes, Wooden Crates and Packing for sea and air worthy packing for sea and air export cargo.

JOB SUMMARY

· Coordination with export cargo clients for ISPM-15 Certification

· Heat Treatment (ISPM-15) Certification Chamber operation

· Coordinate with customer and drafting HT Certificate for export

· Preparation of graph from HT CHAMBER

· Transportation coordination & supply of materials delivery in customer’s place

· Providing support to the sales team, ensuring all sales and service objectives were met.
· Providing an improved customer service, productivity and financial reporting.
· Assisting in the training of new customer service representatives and associates.

· Coordination with warehouse for the delivery of goods to customers.

· Preparation of weekly sales reports for the sales team and sales management. 

· Preparation of Purchase Orders and follow up with supplier.
· Coordination with warehouse for the incoming stock as per Purchase Order.
· Booking Goods Receipt Note for incoming stocks

· Answering inbound calls in support of customer needs.                                                                          

· Handling customer queries and sending quotations.

· Correspondence with international clients through emails/telephone calls for sales.

· Ensure all the orders are dispatched and transported as per the agreed deadlines.
· Scheduling and booking deliveries.

· Preparation of Delivery Order  & Sales Invoice                                                       

· Answer customers' questions, and provide information on procedures or policies.                                                                                                    

· Co-ordination between Departmental Heads and concerned Departments.                              
LOGISTICS DISTRIBUTION SYSTEMS LLC, DUBAI CARGO VILLAGE (LDS)22/03/2006 TO 23/06/2008
Designation - Logistics Coordinator
Logistic Distribution Systems LLC., a freight forwarding company, provides logistics services.  The Company is handling IMPORT AIRFREIGHT & SEA FREIGHT (LCL) & FCL) It offers air freight import consolidations from  major cities across the world.  The Company is providing EXPORT AIR FREIGHT & SEA FREIGHT (LCL & FCL) WORLD WIDE.  We included LOGISTICS, WAREHOUSING & DISTRIBUTION AND TRANSPORTATION

JOB SUMMARY

· Handling all kinds of Import, Export, Re-export and Transhipment Cargos.

· Preparation of all supporting documentation for Import and Export.

· Regular follow up with our Suppliers and Clients through email and calls to ensure safe and on time delivery.

· Handling customer queries on shipments and products and sending quotations.

· Handling ship spare and delivering to vessel on time.

· Constantly sending pre alerts to location on dispatch of material.

· Correspondence with international agents through emails/telephone calls for pre-alerts of shipments by sea.

· Clearance of shipments from local suppliers into Jebel Ali through customs gate

· Clearance of import shipments arriving via sea or air

· Ensure all LCL/FCL, Air documents and invoices are prepared for customs along with the booking of shipments with the transporters
· Maintaining customer data and update about the shipment status.

· Checking Freight Invoices, Transportation Invoices, and Custom Clearance Invoices according to the agreed rates.

· Controlled flow of in-coming and out-going correspondence.
· Accounting all Costs related to Freight Charges, Customs Duty & Dubai Local Charges and Calculate the Sale rate for generating Invoices.

PARIS GROUP INTERNATIONAL LLC, UAE (20/04/2005 TO 20/03/2006)
Designation - Sales Coordinator

Paris Group under the Golden Bridge Division is committed in bringing Medium brands of fashion clothing to the region with an exclusive joint venture with Pierre Cardin and Balmain, and a franchise agreement with Ted Lapidus, Verri and Azzaro. Recognizing the demanding lifestyle of our avid clientele is our top secret that gives us direction. We will always give the best and finest in the UAE and other Region to keep our commitment of Excellent Service.

· Coordinating with Cashier and Sales person in shops.

· Posting Sales Transactions.

· Sales Invoices / Accounting and Stock Verification.

· Monthly Payroll Calculation and Sales Commission.

· Reconciliation of Daily Cash collection from various showrooms.
EDUCATIONAL QUALIFICATIONS

· B.Sc. Degree from University of Kerala, India
· Certified Course in LOGISTICS & SUPPLY CHAIN MANAGEMENT  WITH LC IMPORT & EXPORT
· Certified  Course in Accounting Concepts + TALLY
· Certified Course in Software Application and Entrepreneurship Development.
· Certified Course in Computer Word Processing from Kerala Government Technical Examination.
· Certified Course in Type writing English grade Lower & Higher and Malayalam grade lower from Kerala Government Technical Examination.
COMPUTER KNOWLEDGE

Operating Systems
:
DOS / WINDOWS 98/XP/ME-2000

OTHERS

MS Office-2000 (Microsoft Word, Excel and Power Point)  Graphic Designing (Adobe Illustrator, Corel Draw, Adobe Photoshop)   ISM (Malayalam & Hindi) DTP (Word processing, Corel Draw, Page Maker) Scanning, Internet browsing / accessing, E-mail, Outlook Express, MS-Front Page & Business home page Net firms etc. 
PERSONAL DETAILS
Date of Birth

:  30/05/1982

Sex 


:  Male

Nationality

:  Indian

Marital Status

:  Married

VISA STATUS

:  EMPLOYMENT VISA
LINGUISTIC ABILITY:
· English, Hindi, Tamil & Malayalam

INTERESTS:

· Singing, Traveling, Social Service, Participating in cultural Events. 

KEY STRENGHT

· Young, mature attitude and able to work in a multinational environment and dealing with people at different level.

· Highly motivated with strong work ethics to contribute to a progressive organization.

· Excellent communication skills and inspiring team player.

· Strong inspirations coupled with an inquisitive inner sense enable me to reach to the depth of anything that is complex.

· Fast adaptability to any situation and willing to take responsibility.

· Flexible, reliable and dedicated

· Ready to work in new field and learn new technology.

DECLARATION

I hereby do agree and promise that the above mentioned information’s are true and correct to the best of my knowledge.  I am fully confident and able to discharge my duties to the best of your expectations.

Thanking You,

Yours Sincerely
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