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IMPORTS & EXPORTS PROFESSIONAL
Strong track record of generating extraordinary performance in a fiercely competitive scenario, Seeking Senior level role with globally Acclaimed Company/other progressive business organization


PROFILE 

· Competent, diligent & result oriented professional, offering experience across Import & Export Documentation, Record Maintenance, Team Management, Liaison & Coordination; currently spearheading as Sr. Executive Documentation with CMA CGM Shared Service Centre.

· Proven strengths in handling entire Export/Import documentation, liaison and coordination including tasks pertaining to Export policy provisions, Customs & Excise procedures.

· Established professional credibility in the areas of planning, commercial specifications, resource mobilization, and monitoring to ensure execution within defined time/cost parameters; adept at handling the whole gamut of tasks pertaining to Custom clearances, Import Export Documentation, etc.
· A strong team leader and motivator, fostering an atmosphere that encourages highly talented professionals to balance high level skill with maximum productivity with exceptional planning, execution, negotiation and interpersonal skills.

· Technically proficient in Excel Analysis Workings, MS Office and other Accounting software packages like Tally, Windows 98, Windows 2000 Professional & Windows XP.
Core Competencies

Import & Export Documentation ~ Record Maintenance ~ Team Management ~ Liaison & Coordination

PROFESSIONAL EXPERIENCE 

CMA CGM SHARED SERVICE CENTER, CHENNAI
                                                     January 2014 – September 2015
Senior Executive

· Responsible for handling HO Documentation Process like Economic Sanctions for Restricted countries, Distributing Blank Forms to Global agencies, Lost OBL, COD (Change of Destination), Missing MRN, US EDI ISF5, AMS (Automated Manifest System), Shipping Instruction Chasing, US Export Filing and Vessel Departure Schedule updates

· Efficiently preparing checklist for documentation, dispatch, EP copy entry in visual package; responsible for handling of import/Emport documentation and custom clearance. 

· Processing of Documents for Customs House.

· Taking Care right from Vessel Schedule Follow Up till Job order is completed.

· Handling Port Operations & Liaisoning with Customs Officials, Handling Customs Clearance.  

· Assisting Importer for Duty Payment. Transport Arrangement for Delivery of Goods.

· Instrumental in sending status report to the party as per requirements, auditing & rechecking BL draft before mailing to parties. Handling factory stuffing permission after shipment amendment and other supporting documents.

· Managing Inventory ensuring uninterrupted supplies with minimum tied up capital and monitoring all dispatch documents ensuring timely delivery, cost effectively. 
MAERSK GLOBAL SERVICE CENTER, CHENNAI
                                                                         November 2008 – January 2014
Administrator – Process Expert

· Responsible for creation of vessel schedules for Nam (North America), Mea (Middle East) and EME (Eastern-Med) and other locations.

· Diligently involved in operational reports such as vessel arrival report, vessel departure report and lift reports while also handled the export documentation process like preparing the bill of lading, Haulage orders, delivery notes, cargo releases etc.,
· Devised operational strategies for quality function by carrying out long term and short term quality planning in line with the organizational requirements ensured proper facilities across the units for smooth operations. 

· Rendered services to enable smooth flow of operations. Identified scope for process enhancements for improved services & facilities.

· Entrusted with the task of managing daily operations, administering various issues and queries and providing solutions for them.
· Developed and maintained healthy and cooperative working environment within organization by assisting and coordinating with others time to time to ensure smooth flow of business operations.

ICICI HOME FINANCE LTD., CHENNAI                                                                 
November 2006 – November 2008

Executive

· Analyzed customer needs, accordingly provided customized banking solutions and beneficial suggestions to them to ensure maximum customer satisfaction for referral and repeat business. 

· Interacted with customers to obtain feedback regarding products utilities and maintaining cordial relations with customers to sustain profitability of the business. 

· Handled overall bank operations extending priority banking services and interfacing with various cross functional teams, department heads and managers to ensure smooth various operations across key business parameters 

· Implemented process improvement initiatives to ensure smooth flow of transactions in accordance with the procedures and agreed standards. 

· Devised and implemented policies/procedures for overall development of the bank as well as reducing overall costs to the bank through various measures. 

· Ensured better branch operations and provided consistency in delivering service and excelling benchmarked service levels while ensuring adherence to RBI Norms. 

NINE STAR INFORMATION TECHNOLOGIES, CHENNAI




     July 2005 – October 2006
Executive

· Data conversion Process through E-Publishing.

· Conversion of old hard copies of data into soft copies

· Achieving the weekly targets with the quality of 99.99%.


EDUCATIONAL QUALIFICATIONS 

MBA 2009
University of Madras, Chennai 
BBA 2005
University of Madras, Chennai 
12th 2002
Private Institute
10th 1998
St. Paul’s Matric & Hr. Sec. School
SOFTWARE PROFICIENCY

Tally, MS-office, MS Windows & Internet Application
Certificate
Diploma in Electronics


Date of Birth: 26th August 1981
Languages Known: English, Tamil
References: Available on Request      
