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Objective
 Taking everything as a challenge to achieve with vigorous of brimming youthfulness, and doing the best to maintain reputation of the organization in our competitive world.

Educational Profile

· Bachelor of Business Administration  (B.B.A)  on


              Thiruvalluvar  University Tamilnadu – India (Jun 2011- Apr 2014).
Experience Summary

 1 years of experience in Logistics Industry.
 8 Month of experience in Admin Assistant.

Professional Experience
· Company
:
Bizz solution pvt ltd – Trichy, India
Duration
:
June 2014 – May 2015
Designation
:
Declaration officer (Data Analysis)

· Company
:
TAR Promoters, Tamilnadu, India
Duration
:
June 2015 – January 2016 
Designation
:
Admin Assistant 
Technical Skills
· Exemplary knowledge in inco-terms and its usage.
· Vast experience in MS Office package especially in MS Excel & Word.

· Import/Export documentation of all types of transport modes.

· Familiar with Inbound/Outbound Customs Declaration Process of Singapore Freight Forwarders. 

· Team worker.

· Report Maintenance. Have experience in Handling work orders & Scheduling customer complaint in the system
· Self-Driven and Proactive

· Maintain high level of Confidentiality

· Fast learner with good communication and analytical skills

Roles & Responsibility 

1. Declaration officer
Responsibility

· Installing and Configuration Windows Server 2003, 2008 R2.
· Receive B/L sheets, Arrival Notice, Commercial Invoice, Packing list, Delivery Order, Certificate of Origin and other supporting documents through webmail

· Classify the Items that are given in invoice and select the Hs Codes.

· Input and Submit Online Declaration through Singapore Customs trade application called Tnets.

· Get Online Approval from Customs.

· Send the Customs Clearance Permit to the Customer.
· Tracking shipments, updating customers on arrival information and ensuring correct shipping documentation

· Undertake all declaration procedures for imports and exports

· Bonds management and cancellation procedures

· Obtain customs release for exports and truck border consignments

· Ensure that correct values are used during declaration and other related procedures to avoid losses that may accrue as a result of penalties.

· Perform any other relevant duties that may be assigned by the supervisor within the scope of the position.

2. Admin Assistant
 Responsibility 
· Coordinate all administrative and business details and ensure that they are properly done without delay. 

· Provide administrative support to both staff & managers

· Screen telephone and personal callers & make and record appointments.

· File correspondence and other records & store and retrieve data on computer.

· Receive and process incoming & outgoing mails.

· Maintain client relation & ensure customer satisfaction.

· Process back office operations using MS Office.

· Deliver “Friendly and Attentive Service” to customers.

· Prepare hard and electronic copies of all the documents ready to submission

· Keep personnel’s records and carry out basic HR functions

· Deliver and maintain suitable and adequate document control processes to the Contract Manager.

· Maintain and control confidential files and records. 

Personal Details
Date of Birth

:
16th February 1993
Marital Status

:
Single
Nationality

:
Indian

Religion

:
Islam


Language Known
:
English & Tamil
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