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 Professional Overview
Accomplished Docs executive with 5 years of experience using exceptional communication and leadership skills to coach, manage, and motivate diverse professionals in challenging environments .Embrace diverse environments committed to promoting creativity, effective problem solving, and breakthrough results. Experience as a Senior Executive has proved extremely instrumental in the areas of development and execution.
Experience Summary:
Company
    :                 
 
Designation         :  CSD - Senior Co-ordinator

Duration
    :  23rd August 2010 – 14th November 2014
Key Responsibilities:
· Prepare and submit all documents in a timely and accurate manner and keep the internal/external informed of the status to Overseas offices  and management

· Indexing & Generation of Export Bill of lading for different regions according to the required specifications. 

· Printing Bill of lading documents & Create and distribute invoice to customers.

· Ensure proper Port Closure (ISF) follow-ups. (AMS, ACI, MX-SAT, CCAM, EU-AIS.). 

· Contact customers for missing manifest instructions by way of global communication systems.

· Approving and validating manifest corrections in documents. 

· Issues / Respond to all enquiries in a timely and accurate manner & escalate difficulties as defined in SOPs / IOPs.

· Adhere to latest training and support standards for the procedures & Handling generic mailbox.

· Adhere to process and Standard Operating Procedures (SOPs) during daily operation.
Reporting:
· Tracking the performance team member’s productivity and accuracy on daily basis.

· Ensure that Production & Quality reports are sent to Management on weekly basis.

· Provide weekly reports to the Service Units (Overseas offices) on the Production and Quality of work.
Deliver a superior experience:
· Have good business knowledge / process understanding to provide a value add to the customers through effective business solutions.

· Understanding business criticality and prioritizing the tasks effectively to ensure customer satisfaction.

· Maintain a Customer centric approach thereby helping to avoid occurrence of errors and take preventive measures to eliminate repetition of errors.

Inspire our people and teams:
· Share best practice with others to help improve the overall team performance.

· Provide guidance and initial on-the-job training to junior team members. Assist junior members with problem solving and give support in the development of improved competencies.

· Maintain a highly consistent performance thereby inspiring others move up the learning curve.

· Possess good process knowledge and show willingness to upgrade self through continuous learning, 
there by being a role model to others.

· Be a good and visible team player by maintaining a high level of positive energy to drive oneself and his colleagues.

Continuous Improvements:
· Work on improving individual’s productivity and accuracy on a continuous basis which results in an enhanced team performance.

· Understand the inputs in the team members’ boards to effectively identify deviations and support the team leaders in providing robust action plans.

· Attend all eligible training programs to develop self for personal/team growth.
Achievements:
· I have been awarded (Danke Sehr) for strictly adherence in quality for Italy process & consistently given 100 % accuracy.

· Getting appreciation for quick learner of Japan process.
· Manifested more than 350 bills in a week and as well as  Handling communication & Correction

· I have been chosen to be an active member for the Business Continuity Management.
Experience Summary: 
Company       :  BURAK Logistics Ltd.
Designation   :  Help Line Desk in Front office
Duration        :  1rd January 2015 – 30th August 2015

· Printing SEAWAY /OBL
· Issuing telex release to the POD upon collection of  full set of OBL 

Coordinating with Customer for BL Correction & Amendments 

· Updating of shipping bill cargo audit.

· Follow up with customers to get BL release within 7 days.

· Issuing manifest Corrector on request of customer or POD after collection necessary charges.
· Making ensure and follow up bill completion for the closing vessels

· Communicating with customers through PHONE and MAILS for queries
· Good Communication with Agents and negotiate rates Handle FOB, EXW, CIF shipments.
Education Qualification:
	Course
	Year
	Institute
	University / board
	Percentages

	B.Com
	2006-2010
	Bishop Heber College 
	Bharathidasan University
	56 %

	HSCC
	2004-2005
	National College Higher Sec. School 
	State Board(TN)
	58%

	SSLC
	2003-2004
	Jesse Matriculation Higher Sec. School
	State Board(TN)
	52%


Desired Skills:
· Excellent command of spoken and written English.

· Good communication & interpersonal skill and should be able to build good working relationship.

· Good Team Player, maintaining a "We first" instead of "I first".

· Adapt to changes, basis business requirements.

· Good working knowledge of MS Office products including Word, Excel and PowerPoint.
Personal Skills:
· Innovation - always coming up with new ideas

· Team Player - understanding that teamwork is the key to success

· Flexibility - ability to manage exceptions

· Pro Active - coming up with solutions

· Ownership - takes charge and responsibility

· Self Starter - someone who can work independently

Personal Profile:
Age & Date of Birth

: 
30yrs & 25/04/1986
Sex 



:
Male 
Marital status 


:
Single
Languages Known

:
English & Tamil
.
Declaration:
     I hereby declare that the above information is correct to the best of my knowledge and belief.   
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