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PROFESSIONAL SUMMARY

2.5 years of experience in the field of Logistics in Asida General Trading Co. LLC (Dubai). Our company turnover in financial year 2014 was AED 501 millions and audited by Deloitte audit firm. More than 2 years of experience in sales in Pakistan in the well reputed organizations.
Ability to manage multiple tasks efficiently & accurately under pressure while meeting tight deadline schedules. Having valid U.A.E driving license.
	Education:
	

	M.sc Economics (2010-2012)
	NUML (Islamabad) Pakistan

	B.com (2006-2008)
	Punjab university, Pakistan



Professional experience:
Logistics Coordinator (From Jan 2013 to Aug 2015).
Asida General Trading Co. LLC (DUBAI)
Job profile:
· Requesting POs from local and foreign customers and carry out order processing. 
· Document shipments to ensure that they are in compliance with customs rules and regulations. 
· Ensure stock availability in the warehouse to meet demand. 
· Budgeting transportation or shipment charges according to the Inco terms. 
· Responsible for monitoring deliveries ensured customer satisfaction. 
· Ensured that sales records line up with physical inventory. 
· Addressed and resolved any issues with delayed shipments. 
· Handling all import/export documentation requirements. 
· Independently verifying Letter of Credit and Preparation of all documents related to L/C’s arranging legalization, obtaining insurance policies, Clean Bill of Lading / Airway bills / Truck Consignment Note. 
· Clean presentation of documents in line with UCP 600, ISBP 600 and also cash against docs via banking channels and under credit insurance cover. 
· Establishing all types of outgoing L/Cs, checking of incoming L/Cs, and if the L/C clauses and conditions are not complying with sales contract, requests the Buyer to amend. 
· Defining export LC requirements including preparation of LC drafts & communicating to the customer in line with the contractual requirements. 
· Independently establishing & verifying Letter of Credits opened. 
· Handling sight L/Cs, Usance L/Cs, Stand by L/C’s, collection documents(TR), Advance payment under(TR), Open Account (TR), Resolving L/C’s and Guarantees. 
· Monitor incoming funds received for export bills and instruct the negotiating/collecting banks to take the necessary actions if payments are not received upon maturity. 
· Prepare bank correspondence on matters pertaining to confirmation, acceptance or rejection of L/Cs. 
· Knowledge of UCP500, UCP 600 and ISBP 600. 
· Co-ordinate with local and foreign banks to monitor incoming L/Cs. 
· Liaise with advising banks regarding L/C confirmation. 
· Banking issues, L/C, amendments, terms of payments, deliveries. 
· Thorough working knowledge of all Inco terms 2010, 
· Handling Duty Exemption, Document Legalization. 
· Prepare bank correspondence on matters pertaining to confirmation, acceptance or rejection of L/Cs 
· Conduct stock inspection availability into the warehouse by the bankers against Murabaha. 
· Preparation of daily invoices, quotations, delivery orders payments receipt. 
· Very good knowledge about facility offer letter against international trade offering by the banks. 
· Proficient communication skills via phone, writing and in person; prompt responses to customer or sales rep inquiries. 
Credit Card Sales Executive at Bank of Punjab (2011-2012):
JOB PROFILE
· 1 year work experience as a credit card sales person in Bank of Punjab leading bank in Pakistan. 
· Achieved monthly target every month through my marketing and communicating skills 
· I made so many clients of Punjab bank in my work duration 
· I increased my performance graph. 
· Also communicate with faculty and staff regarding credit card compliance issues. 
· I communicate very well to the clients about credit card features and usage. 
Sales Executive at Hamdard(2009):
JOB PROFILE
· 1 year work experience as a sales executive in Hamdard leading herbal medicine company. 
· Responsible in targeting the sales and demonstrating good products knowledge. 
· Strategic marketing planning to get orders. 
· Exceeded sales expected in every month. 
· Making delivery and order which item is needed. 
· Maintain records related to sales. 
· Handled customer’s queries and complains. 
2 months Interenship in Alfalah Bank (Pakistan).

Outdoor marketing Experience of dominos pizza membership cards(2007).

Languages:
English {fluent}, Urdu {native}, Hindi

Computer Skills:
· I can operate MS office (Ms Word, Excel, power point) 
· I can operate Peachtree, Tally and QuickBooks very well. 
· I can operate Adobe Photo shop as well. 
PERSONAL ATTRIBUTES:
I have a good communication skills, keen learner, Have capability to lead a team for any assigned task, Responsible and Hard worker. Excellent customer service and public relation skills along with the ability to work individually and as a team work. Ability to work under pressure and with less supervision.
License:
Holding valid DUBAI Bike Driving License
Visa Status:  Visit Visa Expiry 
