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Professional Summary
Results oriented professional with 5 years of experience in Logistics Industry and Customer Service distinguished by commended performance and proven results. A hardworking, pro-active individual with an upbeat positive attitude. Specialized Customer Service Coordinator bringing extensive experience in Logistics Operations and blended environments in Shipping industry. 
Looking to join a reputable organization that offers excellent opportunities for progression and development.
Skills

· 4+ years of experience with Ship chandelers and Heavy equipment manufacturer employers in UAE.
· Work experience in a Ship Supply or Scheduling environment 
· Positive Can Do attitude, Eye for detail, Organized, Persistent, Assertive, Quick Learner

· Excellent oral and written communication skills.

· Exceptional Interpersonal & Problem Solving Skills
· MS Office Suite, Windows, 98/2000/XP/NT/2010, Lotus Notes, Unix & HTML
Work History
Logistics Service Coordinator 


                          
05/2012 to 11/2015
     Dubai, U.A.E
· Develop relationship with key local vendors and manage transport association issues.
· Obtaining quotation from all freight forwarders and negotiating the targeted price.
· Ensure approval from operations manager to confirm shipment. 

· Open a job file for each shipment, coordinate ETA with the shipping line, internal and external departments like warehouse, logistics.

· Ensure complete documents are handed over to Customs Clearance as well as proper coordination with transport for delivery of shipments.
· Obtain Bill of Landing from freight agent and following up on the status of shipment. 
· Make sure shipments are properly coordinated from origin to final destination and reminders are sent to clients for their
· Reconcile Shipping invoices with Accounts receivable invoices and provide input to customer to resolve any discrepancies.
Customer Service and Accounts Receivables 


 
11/2008 to 10/2010
Alfa Laval Middle East Ltd. – Dubai, U.A.E
· Investigate new customers before extending credit facility, define credit conditions and extended credit limit.

· Coordinate with sales representatives for the invoice details and send the updated statements to the customers with the copies of Invoices and PO.
· Submitting the invoices  to accounts department with all requird documents.

· Notify Insurance company incase of any damage of shipment.
· Responsibility for customer collection, Responsible for reconciliation of trial balance of Accounts Payable accounts to corporate monthly reporting, verifying correct booking of balances Following up with delinquent customers for payment and ensure payment of Invoices is made on time.
· Responsible for reviewing Vendor Statements of Accounts & reconcile with SAP.
· Reconciled discrepancies between accounts receivable general ledger account and accounts receivable trial balance account.
Customer Service Coordinator 


                                   06/2007 to 08/2008
Seven Seas Shipchandelers – Dubai, U.A.E
· Ensure prompt and effective resolution of customer complaints and focus on enhancing customer loyalty.
· Develop and maintain a healthy relationship with internal and external customers, facilitate the growth of existing accounts.
· Make sure shipments are properly coordinated from origin to final destination and reminders are sent to clients for their information.
· Responsible of customer accounts, administering payments of invoices.   

· Ensure complete documents (as per requirement) are handed over to Customs Clearance as well as proper coordination with transport for delivery of shipments.
· Open a job file for each shipment, coordinate ETA with the shipping line, check all charges based on the quotations or agreed rates, provide pre-alert and status of their shipments, coordinate properly to agents and forwarders and ensure accurate information.
· Created daily and weekly cash reports for accounting management
Education
· Bachelors of Commerce – 1st Division
2002

           St. Ann’s Degree College – Hyderabad, India

· High School – 1st Division


1999
           Stanley Girls High School – Hyderabad, India

· Intermediate – 1st Division

1997

           Stanley Girls School – Hyderabad, 
· Certified Internal Quality Management System (QMS) Auditor - Dubai
Personal Information

Nationality: Indian

D.O.B: December 10, 1981 

Marital Status: Married
Language: English, Hindi, Telugu, Urdu, French.

Visa: Visit ( Valid till Aug 2016 )
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