CURRICULUM VITAE

AZHAR
    Applied For the Post of: - Export Documentation & Logistics Coordinator  
   CARRIER OBJECTIVES

To work in a challenging position with a large organization, to act independently putting in use the management of skills acquired during my studies and during the work experience, to accomplish the organizational goals set, with an organized management team.

SKILL CONCEPT
· Device and Network configuration and software maintenance.

· Well Internet handling skill.

· 35-40 Word Typing Speed in a Minute.

    WORK EXPERIENCE
    IN DUBAI (UAE):- August 2011 – till this date with REDTAG “BMA International Fze”, Dubai (UAE)
    POSITION: -          EXPORT DOCUMENTATION & COORDINATOR 
 COMPANY PROFILE: - The pioneers in the field of retail trade since 1985. A company with Diversified business interest in more than 6 GCC countries is primarily focused on garments, household retailing, hyper markets, food Franchisee. BMA leads its way in countries like Saudi Arabia, Bahrain, Kuwait, Qatar, Oman and UAE.
POSITION: -        Working as Export Documentation Assistant my job responsibilities cover following areas: -     Drafting Letters, Maintaining Records of weekly and Monthly Reports. Establish and implement relevant standards and efficient technique in Data Control. I am also responsible for Preparing & clearing export documents in GCC Countries.
JOB PROFILE: -
· Handling the all Export documentations
· Preparing custom Invoice and Packing List.
· Online Custom passes with Dubai Trade E Mirsal 2.
· Online Dubai Chamber of Commerce for Certificate of Origin.
· Preparing custom delivery advice & delivery Note.
· Preparing Custom Exit / Entry Certificate.
· COC Payment, Custom Payment, Shipping Line Payment.
· Handling documents related to Saudi Arabia, Kuwait, and Bahrain shipment.
· Coordinate Manager's schedule and dispatches the all materials. 

· Mail check through outlook. Letter drafting, courier, Scanning, Fax and Daily correspondence.
· Sending the documents to Consignee.

· Preparing Export HS Code Mirsal 2 & Mirsal 1.

· Updating Shipment Tracking Report Daily Basis.

· Mailing all dispatched shipment details to region through outlook.

· Co-Ordinating to Warehouse Supervisors regarding shipment ready for dispatch.

· Co-Ordinating to Concern Person from region regarding Invoices Queries.

PROFESSIONAL EXPERIENCE

	Company Name
	Web Connect Technologies Noida.

	Description
	Worked as an Online Data Entry Operator from July 2009 to Nov. 2010.

	Job responsibility
	My role in the projects – Maintain website data & update websites contents daily basis. 


	Company Name
	GharhiGhar.com New Delhi.

	Description
	Worked as Data Entry Operator (Part time) from June 2005 to June 2009. 

	Job responsibility
	My role in the projects - Enter all types of company data along with projects & project Details.


ACADEMIC QUALIFICATIONS
	S.NO.
	LEVEL
	INSTITUTION

	1
	HIGH SCHOOL
	B.S.E.B( PATNA) INDIA

	2
	INTERMEDIATE 
	B.I.E.C( PATNA) INDIA

	3
	BACHLOR DEGREE IN ARTS
	AN COLLEGE (PATNA) INDIA

	4
	DIP. IN MULTIMEDIA & WEB DESIGNING
	BRAINWARE COMPUTER ACADEMY


OTHER QUALIFICATIONS 
· DIPLOMA IN COMPUTER APPLICATION (MS WORD, MS EXCEL, MS POWER POINT, MS ACCESS, E-MAIL INTERNET)
· ONE YEAR DIPLOMA IN WEB DESIGNING & COMPUTER APPLICATIONS FROM BRAINWARE COMPUTER ACADEMY.
· INTERNET OPERATING, MSDOS, MOVEX EXPLORER.
· COMPOUTER FUNDAMENTAL , WIN98/XP/WIN7 OPERATING 
· PHOTOSHOP, CORELDRAW, PAGEMAKER, FLASH8, DREAMWEAVER, SOUNDFORGE, HTML, CSS.
PERSONAL DETAILS
DATE OF BIRTH

: -
11/07/1989

FATHER NAME

: -
HAIDER ALI

NATIONALITY

: -
INDIAN 

RELIGIOUS 

: -
ISLAM (MUSLIM)

SEX


: -
MALE

MARITAL STATUS

: -
MARRIED

LANGUAGES KNOW
: -
ENGLISH, HINDI
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