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   Logistics / Warehouse Administrator / Cargo Document Specialist.




	OBJECTIVE

	  
	· Seeking challenging assignments as a Logistic coordinator / Warehouse Administrator / Cargo Document Specialist, to leverage my experience and expertise for the organizational growth.


	SUMMARY

	  
	· Result-oriented and seasoned professional with 8 years of experience in the Logistics / Aviation / Warehouse Industry.
· Adept at smooth functioning and running of all Warehouse concerning activities
· Reflective ability to plan and finish every day tasks with least guidance

· Hard working and detail oriented, with the ability to multi-task effectively
· Ability to arrange and coordinate regional, national, and global logistics

· Currently associated with ACCL International, Shirpoor, Kabul Afghanistan as a Logistic Coordinator
· Possess a comprehensive understanding of material / stock management techniques and inventory control methods and procedures

· Adept at analyzing workflow systems with regard to Warehouse Management, as well as Logistics Coordination for improving functioning of various divisions

· Possess sound judgment and decision-making skills, coupled with exemplary leadership aptitude
· Possess articulate communication skills and adeptness in resolving issues under time constraint, as well as reliable and analytical with sound administration skills


	AVAILABILITY

	  
	· Willing to relocate immediately


	SKILL SET

Functional Skills
· Problem Resolution
· Aircraft handling
· Time Management

· Administration Skills
· Stock Management
· Planning & Scheduling
· Communication systems 
· Documentation
· Visionary Leadership

· Team Management

· Scheduling Staff




Technical Skills

	· Windows (98, XP, 7 & 8)  Vista and Computer (Airfreight) applications
· Computer Servicing 

· Software Installation   
· Safe Driving Training 
· Hazard Communication

· Ergonomics

· Fire Prevention & portable Fire Exit

· Business awareness related to various external and internal audits
	· Microsoft Office 
· Adobe Photoshop

· Web sites Maintenance

· Ground Guide Training

· Aerial Lift

· Personal Protective Equipment

· Heat Stress

· OSHA Recordkeeping

· Awareness to airworthiness requirements as per regulatory authorities.


	LANGUAGE SKILLS

	  
	· Fluent in English and Arabic preferable

	EDUCATION

	· Bachelor of Commerce, GITAM University, India – 2013
· Document and Material Control System - 2013

· Diploma in Customer Relation & Retail Sales, Upadhi Labs Diploma, India - 2005

· Diploma in Computer Application, NIIT Institute, India - 2003

	

	 

	GLOBAL EXPOSURE 

	  
	· Interacted with clients based across the world
· Experienced in working with Multinational Companies viz., ACCL International, DynCorp international and Supreme Groups




	CAREER CONTOUR

Organization

Designation

Duration

ACCL International, Kabul, Afghanistan
Logistic Coordinator 
June 2015 - Till
DynCorp International, Afghanistan
Movement Control Coordinator - LNK
Feb 2011  - May 2014
Cargo Document Specialist - FOB Apache
Supreme Groups, Afghanistan
Unit Stock Controller - Log Cap-IV, FOB Spine Boldak
May 2009 - Jan 2011
Spandhana Sporty Innovative Financial Ltd. Company, India 
Finance Administrator
May 2007 - Apr 2009
SHARE MICRO Financial LTD Company, India
Administration
Mar 2005 - Apr 2007


	


As a Logistic Coordinator
· Adhere to shipping/receiving and regulatory-compliance procedures and Comply with laws, regulations and standards 

· Complete documentation such as pick lists, bills of lading, work orders and shipping orders using computer-based technology

· Complete daily shipping and receiving logs and Dispatch freight for delivery and arrange for pickups

· Record shipment data such as weight, charges and damages 

Contact carrier representative to make arrangements and to issue shipping instructions and delivery of materials and include face-to-face, phone or email interactions with customers. 
· Rectify problems such as damages, shortages and non-conformance to specifications and Document and escalate any customer service issues and/or shipping/receiving errors

· Complete safety reports in relation to health and safety issues

· Develop constructive and cooperative working relationships with those on your team, as well as cross-functionally
· Responsible for monitoring deliveries, ensuring customer satisfaction and maintaining accurate logs of all transportation and goods
· Assist with training of new employees

As a Movement Control Coordinator
· Delivers movement control support for the surface movement of cargo and personnel through the U.S. military transportation system Organize meetings/seminars within the company, and with external providers and assist with the  preparation of presentations, agendas and minutes, Coordinates, monitors, controls and supervises the movement of personnel, equipment and cargo, whether by air, highway or water. Requests and coordinates transport capabilities to meet a movement mission

· Marks and labels cargo and freight shipments in accordance with regulatory requirements. Documents and inventories freight, cargo and material shipments of all types. Operates automated data terminal equipment to prepare movement documentation or related correspondence. Arranges documentation and reports for follow up or response to tracer actions.
· Responsible for receiving, validating and processing all transportation movement request (TMR) , Transportation Control and Movement Document (TCMD-1384) and Air Movement Request (AMR) for the personnel and equipment transiting, origination and terminating assigned MCT Area of Responsibility. Coordinates between MCT functions to ensure efficient, timely, and cost effective support to the customer. Works closely with customers to ensure desired movement objectives, priorities and schedules are met and communicated to management

· Providing support on Airport, A/DACG, HTD, HAZMAT, and other Movement Control Functions.
· Prepares transportation movements documents and related forms for the type of shipment and mode of travel. Performs office duties such as posting regulations, files maintenance and routine office correspondence. Coordinates Transportation Assents. Conducts analysis of transportation requests to determine most cost effective mode of transport.

· Propose improvements to internal processes and procedures for the efficient and effective administration of all office procedures in the office. Maintain confidential records and filing of reports, correspondence and related material for ease of retrieval.

· Training and Supervision. Performs annual training as required for efficiency and compliance. As available, develops or trains personnel on movement control duties and Supports Audits. Performs special projects as needed and other duties as assigned. Effectively presents information and responds to questions from managers, department directors, auditors and customers.

·  Screen incoming mails and telephone calls, action responses & redirect correspondence where necessary
As a Cargo Document Specialist              

· Assist in sorting, recording & dispatching of ship’s mail and preparing a “mock up” for operations manuals, Providing different levels of support to the production and management team and Assisting the crew of Porters and Equipment Operators in the build-up and breakdown of cargo accordance with the requirements of the principals whilst complying with the published performance standards
· Ensuring timely printing and assembly of job data books, Preparing labels and reviewing document drafts and inventory of goods at request of customer recording any deviation to the specification of the goods and before dispatching ship’s mail to ensure that important documents are dispatched on-time.
· Assisting with document retrieval, and processing change requests Assisting validate and count goods at every point of delivery, acceptance, breakdown and build-up thus ensuring that goods conform to relevant criteria and that they are dispatched / stored in accordance with principles and requirements
· Assist in the process for implementing new and revised documents, Manual data capture and automated data input in Sky chain. This information is used to track cargo, courier and mail in addition to being the basis for assessing all charges. Inspect and confirm validity of all associated documentation to ensure the effective movement of all cargo, courier and mail. Destroy / Reconcile all unused labels / pouches / boxes and inserts that are returned, Scanning of documents to be placed in archived folders

· Identify and implement opportunities for continuous improvement Provide safety awareness briefings to loader, porter & equipment operators so that work is carried out without any incidents
· Arranging document cataloguing, packing, and long-term storage or disposal of appropriate engineering documents at time of project closeout, Handle sensitive and confidential documents / information

· Recover and restore corrupted document files when needed and preparing transmittals for engineering documents and requisitions.

· Establishing and maintaining files and computerized indexes for active engineering documents.
· Create and edit complex documents to specifications using expert word processing and advanced software knowledge
As an Unit Stock Controller (Assistant Manager)

· Supervised 13 employees day to day operations of the technical spares inspection, receipt, issues and binning of parts
· Involved in receiving and checking company materials, and deliveries and all units shipped or stored are properly sealed, dispatched in containers with proper documentation.
· Checked the quantity and quality of items received, as per Purchase Order description and specification required and discrepancy report s are for incorrect, excess, short supply of parts to all concerned and follow up
· Conducted the inventory daily, weekly, monthly of the Handling Control Sheet
· Created detailed daily, weekly and bi-weekly reports for IT in tracking materials received and accepted
· Handled monthly, weekly, and daily inspection and all appropriate control on material custody is maintained covering temperature, humidity, light, containers and storage conditions /records.
· Maintained records and provided traceability of documentation through the company accounting and tracking system

· FIFO, LILO, LIFO, LELO, FEFO as per TB MED 530 and handled the short Date Expired stock

· Prepared Purchase Requisition & Issuance form, Verified materials / merchandise against received documents

· Ensured full commitment and support for training, communications, health and safety, housekeeping and personal discipline, removed materials from inventory and prepared for shipment.
As a Finance Administrator
· Managed the activities of general accounting functions on 122-150 accounts daily and performing Perform general accounting activities
· Received and checked invoices for proper documentation

· Audit against purchase order and contract

· Communicated with vendor and internal customers to insure that all documentation is provided in a timely manner
· Oversaw the financial analysis of budgets on $ 50K accounts and scheduled for Strategic Business Unit (SBU)
· Prepared Payment Summaries and Requests for Wire Transfer of Funds and sending
· Maintained the integrity of financial records to include ensuring that all invoices are recorded in the aging report log and accrual

· Coordinated, negotiated and resolved financial compliance issues (6-10 daily) with various government agencies to ensure accurate interpretation of contract requirements

· Developed, implemented and administered financial records in accordance with generally accepted accounting principles, corporate policies and government regulations

· Oversaw the planning and controlling of financial analysis activities to ensure uniform reporting and analysis

· Developed and administered cost accounting and financial management systems

REFERENCES

Available upon request.
