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CURRICULUM VITAE
NAGA 
Work Experience:- 

As Documentation Assistant from Feb 2014 – Present
Working as the Documentation Assistant for a leading Logistics 
GROUP, Dubai, United Arab Emirates. Responsible for successful the day to day running of all aspects of the business. Ensuring delivery of high quality Work always within time, quality parameters

Duties &Responsibilities:-
· Receiving of Shipment Goods Loading List (GLL) Verification of Detail which is in GLL.

· Preparation of Invoice According to GLL.

· Preparation of Packing List & Details of Invoice.
· Preparation of Insurance Certificates to Territories for Shipments.

· Passing BILL OF ENTRY (BAYAN) in Online from (Mirsal II) For Customs Duty Amount.

· Preparation of Customs Required Documents to Clear the Shipment from Port

· Preparation of Exit/Entry Certificate for Sea Shipments.

· Booking the Trailer (or) Container respective mode of the Shipment 

· Giving Shipping Advice to Liner for Bill of Lading/Sea Way Bill
· Giving Consignee Copies to Warehouse for Loading the Shipment once received the Container (or) Trailer.

· After Shipping the Shipment, Update the Shipment Details in Supply Chain Portal (SCP).
· Currently doing Invoicing for UAE, KSA, Kuwait, Bahrain, Qatar, Oman, Egypt, Iraq, Lebanon & Jordan Territories for Road, Sea Air Shipments. 

Career Objective 
To work with dedication and accomplish any task given to me successfully. Believe in team work and always ready to co-operate with my fellow colleagues.
Academic Details
	Examination passed
	Name of the University
	Year of Passing

	B.Sc
(Computer Science)
	Sree Vidyanikethan Degree College, S.V.University, Tirupathi. Andhra Pradesh,

India
	2013

	Intermediate


	Sri Chaitanya Junior College,

Hyderabad, Andhra Pradesh, India
	2010

	                   SSC
	New Brilliant high school,

Hyderabad, Andhra Pradesh, India
	2008


KEY SKILLS AND COMPETENCIES: 
Areas of Expertise          Supply Chain Portal (SCP),Invoice Preparation, Import& Export 
In Logistic Level:            Documentation, 3PL, Freight Forwarding, Air Freight, Ocean Freight, 
CustomsRegulations, ORMS, IBMLotus Notes, CFS, Dubaitrade.ae
 (Mirsal II).     
	Programs 

Languages
	MS-OFFICE 
Basics of C and JAVA.

	Database technologies     
	SQL.

	Web Technologies             
	 HTML, DHTML.

	Operating Systems              
	 Windows 7,Vista, Windows XP and Windows 2000

	Scripting Languages         
	 Java Script


Strength and Achievements:
· Very Good in Coordination with All Employees.
· Can work independently and Perform Well Under Pressure with High Responsibilities.
· Self Confidence and Positive attitude.
· Self-motivated and can act on own initiative
· Excellent negotiation and problem solving skills.
· Flexible with working hours.
· Motivated, persuasive and goal orientated.
· Ability to troubleshoot independently
Personal Details











	Age & DOB
	:  24 years, 11/01/1993.

	Sex
	:  Male

	Marital Status
	:  Married 

	Nationality
	:  Indian

	PROFESSIONAL
	:  English Speaker,Telugu Speaker, Hindi Speaker & Tamil Speaker.

	
	


Declaration
I hereby declare that the above written particulars are true to the best of my knowledge and belief.
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