CURRICULUM VITAE OF

BARBARA 
Profile Summary:

A creative and enthusiastic individual who believes that servicing clients is the true foundation of a company / organization that makes it stand out in competition.
Strengths:

· Able to work under pressure with high quality results achieved
· Fast learner always willing to go an extra mile. 
· Good communication skills 
· Able to work independently without supervision 

· Able to work in a team environment 

PERSONAL PROFILE
DATE OF BIRTH:


02 January 1978
NATIONALITY 


Zimbabwean 

GENDER:



Female

MARITAL STATUS:


Married
LANGUAGES:


English and Zulu 
CAREER PROFILE:
CURRENT POSITION   

Logistics Officer 

PERIOD 



2 Feb 2015 to date 

COMPANY 




Key responsibilities:

· Preparing commercial invoices for export (Ocean, Air and Road) 

· Liaising with freight forwarders in booking for containers with shipping lines  and trucks for road freight cargo
· Ensure cargo is packed for exports
· Monitoring loading of containers  

· Ensure material received ties up with the purchase order  

· Expediting and chasing up on overdue deliveries.
· Liaising with overseas suppliers on cargo movement and making container bookings. 

· Preparation of weekly reports of material received and dispatched. 
· Sending suppliers’ invoices to accounts department for payment
POSITION HELD 
Project Co-ordinator / Ocean and Road Exports 
PERIOD 



April 2012 to January 2015
COMPANY 



UTi 

Key responsibilities:
· Providing ocean and road freight quotes for comparison 
· Making bookings with shipping lines taking note of transit times 
· Arranging placing and picking up of containers at loading points 

· Ensuring road regulations are adhered to for transportation of break – bulk cargo 

· Opening of files and submitting to customs for clearance 
· Ensuring that cargo gets to port of loading on time for stacking on vessel  
· Preparing client invoices including all costs   
· Sending  tracking report of shipments to clients 
· Ensure project deadlines and procedures are adhered to
· Monitoring cross trades until delivery at destination

· Ensuring all parties receive full sets of documents and that documentation is in accordance with regulations of origin and destination countries 
POSITION HELD 


Road Freight Controller 
COMPANY



UTI
PERIOD 



September 2008 to April 2012 

Key responsibilities:
· Opening of files for routes: Zimbabwe, Malawi, Zambia, BLNS, and Mozambique for customs procedure.
· Ensuring all export documents are attached for customs purposes- SADCs, Permits and material safety data sheet for hazardous cargo. 
· Sending files to internal customs department for clearance
· Processing of Removal in Transit shipments from ocean and airfreight.
· Booking right size trucks
· Checking cargo if properly packed for exports.

· Sending pre alerts to destination agents. 
COMPANY:



UTI

POSITION:



POD / Tracking clerk / Data capture

PERIOD:



July 2007- September 2008
Key responsibilities:
· Tracking the movement of clients’ consignments from South Africa across  borders to clients’ delivery points

· Expediting movement of goods for quick delivery.
· Monitoring and communication of expected delivery delays
· Updating the (flexigen) system on the movement of goods

· Sending proof of deliveries to clients for payment
COMPANY:



Cilo Freight P/L
POSITION HELD;


Entry clerk (Road freight)
PERIOD:



August 2003 – December 2006

Key responsibilities:
· Framing and processing bills of entries ( imports and exports)

· Submitting entries to customs for assessment & clearing
· Physical examination of clients goods with customs officer
· Releasing assessed entries

· Attending to clients queries

· Invoicing and receipting clients

· Payment of duties to customs

· Filing

COMPANY:




New Limpopo Bridge

PERIOD:




August 2002 – July 2003

POSITION HELD:



Collector
Key responsibilities:
· Collecting toll fees 

· Issuing gate passes

· Reconciling cash with the number of gate passes issued
EDUCATION PROFILE:
GCE Ordinary level equivalent to matric
International Certificate in International Trade 
 Subjects           : Trade Relations                         PASS


 : Cargo Movement                       PASS


 : Marketing and Purchasing         PASS


 : Trade Finance and Payment      PASS
Certificate in Customs Clearing Part 1 & 2     DISTINCTION 
Current studies - Diploma in Procurement and Supply – CIPS – graduating August 2016. 
Awards 



   EMPLOYEE OF THE QUARTER 






    Nov 2011
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