TO,
    THE H.R. DEPARTMENT                                                                                                                 
Applying For --- Logistics Coordinator / Assistant Manager / Manager / OR Suitable Position
Respected Sir,

Concerning the above mentioned subject, I take this opportunity to apply for the above mention 

position in your prestigious organization based on my qualification and experience.

I have the required qualification, experience and can comply with your requirements.

If I am given an opportunity, I assure you that I will do my best both in conduct and work in carrying out my duties to your complete satisfaction and be an asset to your esteem firm.

Enclosed is my C.V. for your kind persual and looking forward for an opportunity to serve your 

organization to the best of my ability.

CURRICULUM VITAE

NAME                                                     :     SAYED 
DATE OF BIRTH                                   :     11th May 1977 
NATIONALITY                                     :     Indian
LANGUAGES PROFICIENCY            :     English, Arabic, Urdu, Hindi, Marathi

HOBBIES                                                :      Interacting with people, Reading,

                                                                        Working on system etc
SALARY                                                 :      Negotiable
JOINING STATUS                                :      Immediate             

PROFESSIONAL QUALIFICATION : -
*Executive Masters in Business Administration (EMBA) from National Institute of 

 Management (NIM) – Mumbai -- Specialization in Shipping Management

*Post-graduate Diploma in Shipping and Logistics Management from
  Indian Merchant’s Chamber (IMC) – Mumbai

*Post-graduate Diploma in Export-Import Management from
  India International Trade Center (IITC) – Mumbai
*Passed the certificate of “A” examination of National Cadet Cop (NCC) under the

  authority of Ministry Of Defence, Government of India

COMPUTER KNOWLEDGE :-
*Honours Diploma in Computer Hardware System & Network Engineering 

  from BITS – Mumbai

*Diploma in Microsoft Office Applications, Internet from NIIT – Mumbai
*Can easily adapt to any new system/software
PROFESSIONAL WORK EXPERINCE :-
 DATE  --  From Oct 2015  To  April 2016
COMPANY  --  Integrated Plastics Packaging LLC  (Dubai/UAE)                                

POSITION  --  Logistics Co-ordinater   (Multi Tasking Activities)                            
MAJOR FUNCTION – Shipment Planning, Documentation, Arranging Shipment, 

                                         Shipment Advice, Bank documentation and follow up,       
                                         Record Keeping, Insurance                                                                                                            
COMPANY ACTIVITIES -- Flexible Packaging, Zipper Pouching, Bags    
JOB RESPONSIBILITIES – 

*Shipment planning – 
Attending weekly production meeting to decide on next weeks confirmed dispatches
Planning the shipments for next 4 weeks
Accordingly getting quotations for a month at the beginning of the month from shipping line / freight forwarders
Checking all the confirmed shipments as per the plan and cross check with purchase order for  the following details Incoterm, Payment terms & other pending thing before release of the shipment, Obtain correct details for invoice and documentations, under invoicing must be mentioned in the Purchase order.  If not then approval required from management  
*Documentation For - 
  

*Road Shipment to KSA / Kuwait / Oman / Qatar / Bahrain - 
Applying Food Contact Suitability Certificate to Municipality before completion of production
Preparing invoice and packing list after production
Applying Certificate of conformity to SGS
Arrange to get Arabic invoice from Arabic typist

Applying GCC certificate of origin to Ministry of Economy online
Preparing Goods Receipt Acknowledgement
Sorting the documents as 1set for customs clearance, 1set for customer and 1set for our file
*Sea Shipment - 
Arranging documentation for inspection procedures before shipment if required
Preparing shipping documents such as invoice, packing list, weight certificate 
Applying Certificate of origin to chamber of commerce/Ministry of economy

Arranging to get inspection certificate
Arranging to send BL instruction and get transport documents
Providing invoice cum packing list for Export Declaration process
Arranging to get vessel certificate if required
Applying for ICTN/ENS, CNCA certification if required by the importer
*Air shipment - 
Preparing invoice, packing list and Certificate of Origin in advance
Providing pallet details to cargo airlines / freight forwarder

Comparing the quotations of different freight forwarders  
Sending 1set of documents with the shipment and emailing to customer for import customs 
*Documentation as per Letter of Credit (LC) - 
Arranging documents as per LC requirement
Preparing shipping instructions as per LC requirement
Submitting the documents as per LC within the presentation period
*Arranging Shipment For - 
*Road Shipment - 
Checking all required ready documents
Coordinating with production planning to clubbing shipments of different customers 
Planning and deciding the size of vehicles and number of shipments to be loaded
Sending Enquiries to transport companies as per the planning
Comparison between budget and actual expense (transport, docs, boarder charges etc.)

Taking special approval from MD to move the shipment, if actual expense is more than budget expense
Requesting transporter to send vehicle on the basis of lowest quote and requesting them to provide contact number of driver
Coordinating with driver to arrive the vehicle on time  
Providing vehicle details to warehouse and checking the goods loaded on time 
Providing documents to warehouse including gate pass
Checking the vehicle to cross the required boarders on time 
*Sea Shipment - 
Checking the incoterms and port of discharge in purchase order
Sending enquires to forwarders and obtaining freight quotes
Preparing freight summary and obtaining necessary approvals

Comparing freight and other expenses with the related cost provision and checking that the expenses are within the provision
Taking special approval from Director to move the shipment, in case the expenses are not coming within the provision
Checking about the schedule of first available vessel with different shipping lines / freight forwarders
Coordinating with warehouse and checking the goods are ready to load in the containers
Arranging to place container and doing follow up for stuffing within the time limit
Providing load list, BL instruction and invoice cum packing list to forwarders
Checking the procedures of load list, BL, Export Declaration and Gate In the container within the cut off date and time
Doing follow up for BL draft and giving final confirmation to shipping line / freight forwarder
*Air Shipment

Arranging to get quotations and requesting forwarders to book space with airlines
Preparing, invoice, packing list and certificate of origin
Sending the documents to forwarder and requesting them to complete the shipping procedures
Follow up with the freight forwarder to pick the material on time 
*Shipment as per Letter of Credit (LC) - 
Vessel sailing date should be on or before latest shipment date as per letter of credit
BL should be prepared as per the BL clause of Letter of Credit
*Handling freight invoices - 
Checking and making sure the charges mentioned in the freight invoices are as per the freight confirmation. Attaching supporting’s such as transport document, shipment hand over note, freight confirmation
Checking that goods Receipt Acknowledgement is properly signed and stamped
Follow up with sales to get sign and stamp in GRA from the customer after delivery of the material, accordingly clearing the payment form account as agreed with the transporters 
Sending details of shipping expenses to account department on monthly basis
*Shipment Advice - 
*Road Shipment - 
Sending documents copies to Sales on the same day of loading along with vehicle details, so they can forward to customer for clearing purpose
If the payment terms is through bank, then submitting the documents in the bank and forwarding the AWB number to sales, so they can send to customer for further follow-up 
Sea Shipment - 
Sending information to sales about the shipment with invoice and packing list within 2 days after container stuffing
Sending full set documents after completion of shipment procedure within 2 days after vessel sailing date
Sending courier tracking number with a request to accept the documents from their bank within two working days from the date of submission of documents
*Air Shipment-
Forwarding full set of copy documents including AWB along with flight schedule to sales department for further follow up
*Bank documentation follow up - 
Follow up with customer for draft LC
Checking draft LC and providing comments to sales department along with amendments if required.

Updating LC list and weekly informing production team the latest shipment date, LC expiry date.

Follow up with bank for new L/C swift copy
Checking the LC is clean and informing the consent sales person to release work orders
Preparing bank related documents such as covering letter and Bill of Exchange for LC, collection and avalized documents within 2 days of vessel sailing date
Checking with the bank to processed the documents without delay
Follow up for documents reference and courier tracking number with the bank
Checking and following with the bank that customer accepted documents from their bank in time
*Insurance
Shipment details should be sent to insurance company on monthly basis, irrespective of incoterms, in order to insure all our shipments.Details of shipments to Sudan, Yemen, Syria should be informed to insurance company before the shipment. Make sure insurance policies received in time. Insurance invoices should verified and submitted in accounts with supporting
Accidents and damages should be informed to insurance company in time
*Record Keeping

Writing shipment details in register book. Documents details in excel network file to be updated on daily basis. Documents copies should be filed on weekly basis
DATE  --  From March 2011  To June 2015 
COMPANY  --  Sun Packaging Company SAOC   (Muscat /Oman)           

POSITION  --  Assistant Manager Logistics Support   (Multi Tasking Activities)                            
MAJOR FUNCTION – Handling export customers of Sea/Air /Road shipments,    
                                          Managing a team of packing for finish goods,
                                          Handling total dispatch / logistics /packing / documentation                                                                                                                    
COMPANY ACTIVITIES -- Flexible Packaging, Woven sack bags, Zipper Pouching                                                       
JOB RESPONSIBILITIES – 

*Coordinating with production planner for the completion date of the job
*Coordinating with quality control department to check the urgent material on top priority
*Arranging pallet fumigation process with Fumigation Company 
*Arranging export shipment inspections as per customer requirement with Cotecna, Bureau Veritas and SGS inspection agencies
*Coordinating with packing department to arrange packing as per customer requirement on top priority with labeling of each pallet
*Preparing final packing list / invoice as per customer purchase order requirement
 *Arranging different types of documents as per customer requirements such as certificate of origin, certificate of analysis, bill of lading, truck consignment note, air way bill, delivery order, Food grade certificate, certificate of health etc. 
*Coordinating with marketing / sales department to solve customer query regarding any logistics, documentation, packing, shipment, custom clearing, dispatch issues  

*Arranging annual contract for export FCL containers for different sectors with the shipping lines such as Maersk, Msc, Apl, UASC, PIL, Bay line, trans world etc with best rates in market, shortest transit time, free time at destination and payment facility with credit period 
*Coordinating with road shipment transporters all over GCC to get the best rates & on time delivery to customer
*Arranging LCL cargo and air shipments with different transporters
*Doing regular follow up with PRO to release the original bill of lading and to legalized all the export documents as soon as possible
*Assisting seniors on daily activities for FG Stock report, aging report, dispatch report 
*Helping commercial / logistics / packing team to solve their daily issues and work should move smoothly 
*Coordinating and arranging Letter of credit shipments with the bank 

*Helping export customers to open the letter of credit application with their bank, with required clauses to clear the documents from our bank easily 
*Handling the complete documentation process with accuracy on documents
*Tracking the shipments for customers after dispatch
*Solving the border issues with the clearing agent for customer easily delivery at his warehouse
*Preparing the documents for re export rejected material from customer end 
*Checking the stock list with the purchase department for packing material such as corrugated sheets, boxes, stretch wraps, air bubble sheets, pallets etc
*Follow up with production department to clear the sorting material at the earliest
*Maintaining special temperature for cold seal material in finish goods area
*Coordinating with production dept, quality control dept, maintains dept, purchase dept, store / warehouse dept to arrange internal and external audit preparation 
*Negotiating rates with transporters to gate in the containers from Sohar /Salalah /Jebel Ali ports
*Motivating the team by arranging seminars with hr dept such as Reality oriented personal experiences, Problem solving & decision making by Ideas Management Consultants – Muscat
DATE  --  From April 2005 to Jan 2011
COMPANY  --  Ocean Ship Logistics (India) Pvt. Ltd.                                                        

POSITION  --  Assistant Manager  (Multi Tasking Activities)
                           (Exports/Imports)
MAJOR FUNCTION -- Preparing shipping documents of export import shipments, maintaining   

                                           records, coordinating with operation department for smooth exp-imp 
                                           follow-up with all the shipments, Arranging  Inspection for cargo / 

                                           transportation schedules with different carriers, Process improvement,     
                                           Cost reduction, Supply chain                                                                                                                                                                                                             
COMPANY ACTIVITIES  -- As agents for the Logistics, Local and International      

                                                   Freight forwarding, Customs Clearance
JOB RESPONSIBILITIES – 
*Checking the shipping documents such as -

 -Original B/L (Consignee’s name, full address and phone number, Notify: destination agent)

  Description of the Goods, Gross weight / Net Weight of the goods, POL and POD,
  House B/L, Shipping Bill, SGS weight certificate in cereal grains, Non haz certificate,
  Short shipment cargo certificate from customs, Packing List, Commercial Invoice,
  Certificate of Origin, Fumigation Certificate (If required), Letter of Credit L/C (If required),
  Certificate of Insurance, Copy of passport (If required)
*Sending draft copy’s & Invoice’s to customers for 1st /2nd proof
*Checking of CLP from operation department
*Follow-up with ICD’s for all vessel documentation formalities

*Close follow up with counter part for HBL and MBL

*Checking the endorsements on the HBL/MBL

*Checking the documents for which line is the container loaded

*Contacting the consent line for further follow up

*E-mailing the HBL and MBL to consent line for manifest filing of custom

*Preparing the documents for delivery order  

*Updating the local system for accounts purpose

*Follow up with custom house agent to release the cargo
*Close follow up with Shipping Lines / Road Transporters, Inspection Agency
*Checking the transit time of the shipment or if applicable checking the connecting vessel 

*Close follow up with customer,   *Checking the B/L clauses as per clients requirements
*Sending the shipping instructions to the consent line to release the MBL 

*Finalizing the MBL status as original/seaway/surrender from principal/counter part

*Checking the MBL with shipping bill, packing list, commercial invoice and finalizing the MBL   to be release on top priority basis as soon as possible

*Updating the local system for HBL

*E-mailing the shipping instructions to customer for HBL

*Interacting as co-ordinator between custom house agent – transporter – warehouse – customer-      marketing dept – accounts dept - customer

*Follow up to release the HBL to customer

*Close follow up with the principal – counter part – shipper/exporter till the container reached 

the final destination and delivered to consignee 

*Follow up with MBL and HBL,    *Entering HBL in the local system

*Checking the commercial invoices
*Coordinating with different lines to book the containers
*Follow up with nomination cargo /hub cargo
*Close co-ordination/follow up on incoming and outgoing shipments/delivery with 
 suppliers, forwarders and internal/external customers

*Regular Follow-Ups with Existing Clients for business
*Supervising a total turn around time of bill of lading (Between SI recvd – job closing –            

   B/L input -  first print – Final B/L release)
*Updating of Tariff / Service contact ,   *Sending Invoices to customers                                                 

*Sending emails to customers for due bills /over credit  

*Taking care of customers requirements

*Coordinating between Customers - Customer services dept - Operation dept - Accounts           dept – Customers – Transporters – Warehouse – ICD Locations – CHA – Broker
*Checking the daily activities & resolving daily issue’s

*Coordinating with transports for smooth movements

*Solving clients all quires regarding shipping containers

*Being part in the day-to-day activities of the firm, 
*Preparing the logistics reports
*Preparing export invoice’s that includes – 
  Original b/l, Surrender b/l, Seaway/Express b/l, Switch b/l, Re-issue b/l, Manifest
  corrector, Late b/l and additional invoice if required 
*Generating customer invoicing upon shipping. Audit waiting-to-ship reports daily to ensure    

   all invoicing is completed

*Communicate shipping volumes and priorities closely with the Warehouse manager and 3rd      

   party warehouses to optimize available resources
* Follow-up closely with different internal/external  department to assure on-time shipments

*Updating applicable standard operating procedures as necessary

*Attending weekly Logistics Team meetings and participate in team decisions and operations

*Having the ability to maintain good working relationships with clients, employees, and 
  industry professionals

*Maintaining healthy clientele relations and customer should satisfy from our services
*Solving clients all quires regarding shipping documents
DATE  -- From Jan 2002 to March 2005
COMPANY  -- MOL (I) Pvt. Ltd.                                                                                               

POSITION  --  Sr. Executive Documentation (Multi Tasking Activities)
                           (Liner & Logistics)                                                                                                 
COMPANY ACTIVITIES  :  As agents for the Carrier and Logistics                                                                    

JOB RESPONSIBILITIES – 

*Processing of shipping instructions for formulation of Bill of Lading

*Filing/Updating of EDI manifests in the online system
*Checking the shipping documents such as -

  Original B/L (Consignee’s name, full address and phone number, Notify: destination agent)

  Description of the Goods, Gross weight / Net Weight of the goods, POL and POD,
  House B/L, Shipping Bill, SGS weight certificate in cereal grains, Non haz certificate,
  Short shipment cargo certificate from customs, Packing List, Commercial Invoice,
  Certificate of Origin, Fumigation Certificate (If required), Letter of Credit L/C (If required),
  Certificate of Insurance, Copy of passport (If required)
*Follow-up with ICD’s for all vessel documentation formalities

*Confirming the financial updations for the particular vessel

*Liasioning with the Transhipment offices regarding discrepancies

*Timely closure of the vessel in the online system so as to ensure financial updation

*Checking of all the documents with custom attested documents so as to ensure legality processes

*Generating EDI file from local system & uploading on the principal system                                  (within 3 days of vessels departure)    

*Updation of Tariff no’s & RCF date
*Running check report & rectifying error prior finalization of vessel 
*Checking original bill of lading in local system for different sectors
*Checking the B/L clauses as per clients requirements
*Sending draft copy’s & Invoice’s to customers for 1st /2nd proof
*Sending emails to customers for due bills /over credit
*Counter checking with shipping bill & customer corrections prior final printing O b/l’s
*Subject to payments, checking receipt v/s invoices and forwarding the B/L for signatory
*Preparing export invoices that includes – 
  Original b/l, Surrender b/l, Seaway/Express b/l, Switch b/l, Re-issue b/l, Manifest
  corrector, Late b/l and additional invoice if required 
*Coordinating between Customers ↔ Customer services dept ↔ Operation dept ↔ Marketing 
  dept ↔ finance dept ↔ Customers   

*Solving clients all quires regarding shipping documents
*B/L should be error free to customers   

*Being part in the day-to-day activities of the firm
*Maintaining healthy clientele relations and customer should satisfy from our services
*Sending Telex releases & application of manifest correctors and accordingly 
   coordinating with customers     

*Export vessel wise preparation of statistical data
*Taking care of customers requirements 

*Attending to customer issues relating to delayed shipment, bill of lading, detention etc
*Communicating with CSCL and POL offices in case of issues relating to incorrect manifestation, unclaimed cargo, detention waivers etc
DATE  :  From May 1998 to Dec 2001
COMPANY  :  Al-Sorayai Carpet   (Exporter /Shipper)

POSITION  :  Export Documentation Executive 

COMPANY ACTIVITIES  :  Manufacturing and Exporting Carpets all over 

                                                   the world

JOB RESPONSIBILITIES - 
*Handling 5 countries different customers in India, Bangladesh Pakistan, Sri Lanka and Nepal

*Responsible to enter order in production, monitoring the Production, maintain L/c and

 bank payments against orders and finally monitor the loading and shipping goods

*Excellent knowledge in export documentation, and export Procedures. Knowledge of

 Letter of Credit for exports

*Issuing Porforma Invoice, entering orders in production network

*Following up with planning until goods are ready and finally

*Arranging containers from shipping line to lead and ship

*Co-ordination with production planning dept. / Quality Development dept. / Accounts

 dept. / finishing store / Sample dept. to check the customer export order / shipments

*Arranging samples from sample department for customers

*Correspondence with buyer for the shipments

*Arranging of shipping line and container as per client requirement

*Co-ordination with CHA, Shipping Companies

*Follow up with clients for new orders

*Visiting customer’s and solving their queries
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