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Accounts Graduate with Experience in Logistics
Logistics Coordinator - Client Servicing & Customer Relations – Jr.Accounts Executive 
PERSONAL SUMMARY
A confident, multi-skilled, adaptable, resourceful, enthusiastic, a strong communicator with excellent interpersonal skills and knowledge, Contributing extensively to team work and always display a willing and helpful manner when resolving, analysing and investigating various client oriented issues & capable person with excellent knowledge of customer service.
PROFESSIONAL OBJECTIVE
To obtain a growth oriented career with an organization as a platform and to gain an extensive experience in Logistics and supply chain management in order to increase productivity of organization and also for individual growth. Above all I am an enthusiastic, hardworking, and self-motivated person who’s looking for a position to re-build a career for mutual growth and benefits.
PROFESSIONAL CAREER
· A carrier with mixed experience of 5 years in Logistics, Customer Service and Accounts.
· Currently working for M/s MAATCO, Dubai-UAE, (From July’13 to present) as Multifunction roles which include Treasurer, Procurement / Logistics Coordinator and managing client operations.
· Worked for M/s STAR PARK TRAVELS & HOLIDAYS, Madurai- India (October’12 to June’13) as Travel Agent(Customer Service) in Ticketing and Managing city tours operations.
· Worked for M/s EDM Soft Solutions, Madurai-India. (March’11 to August’12) as Customer Support Executive (Sales & Quality) and as Senior Team Leader.(US Client)
· Worked for M/s Great Minds Business Solutions, Madurai- India (October’09 to March’10 – Part time) as Jr. Customer Support Executive (Australian Client)
KEY ACHIEVEMENTS
· Achieved 100% on time deliveries as the Logistics Coordinator
· Efficient picking, transferring, completion of refunds and exchanges

· Successfully reducing negatives with stock controller and store manager to an acceptable level

· Handled City Tours Operation for Business / Leisure Clients (repeat clients)
· Achieved 100% Sales Targets for Financial Year 2011 ~ 2012.

PROFICIENCY OVERVIEW
Logistics Coordinator:- 


As a logistics coordinator have done all types of Import, Export, Re-Export & Cross Freight in Sea, Air and Land shipments.
Import Clearance:- 
· Responsible for contacting the suppliers and arranging the freight from different parts of the world.
· Classifying the terms of contract and filter out the FOB orders on time to get the best rates possible with direct lines.
· After receiving the documents will contact the clearing agent and hand over the clearing copies as per the schedule of arrivals.

· Also plan the placement of container in stores keeping in mind the free time of every container after its arrival in port.
Export Handling:- 

· Have sole responsibility in arranging the Export shipments to various parts of the world.

· Start from negotiation of freight with the shipping companies till dispatch of final documents.

· Plan and arrange the loading as per the sailing and cut off schedules. 

· Provide BL instruction and invoice for passing ED to shipping companies.

· Prepare all the necessary documents for the customs both in POL and POD.
· Also have experience in preparing certificate of origin from Chamber of Commerce.
Re-Exports & Cross Freight:- 

· Experience in doing ship shore ship shipments which means - Importing a container and without clearing it in the port prepare re-export papers and directly re-exporting to other country. 
· Also deal in cross freight which means that being in neutral port we can pick-up the shipment from a port and send directly to the other destination and ours remain a neutral port.
· If in this case we just have to switch the BL in neutral port and dispatch the docs.
· In case of the cross freights done from European ports also possess experience in giving instructions from EUR1 certificate if requested by consignee.
Client Servicing & Customers Relations
· Have sole responsibility in guest facility management. Receive the travel plan from suppliers & customers and book their stay as required.
· Dealing with clients directly and receive all primary communications and forward it to concern departments.
· Solely maintain all client records and take detailed instruction, inject it as needful.
· Managing the customer centric operations, including sales & post sales queries.
· Handling the calls of critical customers and solving their problem about products.
Junior Accounts Executive

· Worked as accountant in couple of companies and have reasonable experience in cash & bank transactions.

· Experiences in keeping records of daily business transactions.

· Maintained Customers accounts personally with regular updates on changes in Statements.

· Also working as cashier and have credibly handled the balance of receipts & payments.

· Well-Versed in accounting Software: Tally having working experience of nearly 3 years in it.
JOB SKILL SETS

· Qualified and Trained in customer service skills.
· Possess the ability to effectively communicate information verbally and in writing


· Lead and manage the people with innovative strategies.
· Computer literate with extensive knowledge in software and other applications. 
· Ability to deal with people diplomatically and willing to learn with each experience.
· Strong interpersonal skills and a proven relationship builder among the co-workers and with the management.
ACADEMIC CREDENTIALS
2011

Bachelors in Commerce from Thiagarajar College, Madurai Kamaraj University

Majors: - Corporate & Management Accountancy, Business Statistics & Mathematics, Computers, Economics, Practical Banking etc.

2008

Higher Secondary from Tagore Vidhyalayam Matric Higher Secondary School.



      Majors: - Commerce, Accountancy, Economics & Computer Science.

2006

Matriculation Examination – X Standard from Saracens Matriculation School.

Certifications: -
PGDCA (Post Graduate Diploma in Computer Applications)







DOA (Diploma in Office Assistance) 
Internships: - 
15 days training under a Chartered Accountant.
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