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Rajendra 
Resume
OBJECTIVE 


To be associated with progressive organization to implement my skill and knowledge to grow with the company and build as a valuable asset for the growth of the company.
SKILLS

· Microsoft Word, Advance Excel and PowerPoint.

· Customer Service, Public Relations 

· Excellent Analytical, Communication & Interpersonal Skills, Ability to perform under pressure .
PROFESSIONAL BACKGROUND

Designation :-  Executive
                                                                   
· workED for a.p.moller maersk india as an associate in EXPORT documentation .             

                                                   (April -2013-dec 2015)

 Current Designation :- Senior Executive  (Import/ EXPORT)             

· WORKING                                           

                                                  (Feb2015 – till date)

 JOB ROLE   

· To provide swift and defect free documentation to customers.

· To conform all the statutory requirements of the customs and port authorities.

· To prevent claims, avoid legal actions and penalties.

· Tracking of documentation & shipments so that deadline cant be missed .
· Handling South East cluster and UK imports end to end process .

· Handling tasks like freighting , manifestation for port authorities .

 RESPONSIBILITIES   

· Scrutinizing documents (wherever specified and within the legal limits)

· Co-ordinate with the Customer service (origin office) through live communication on office communicator and Clients regarding the missing details on shipping instruction through DCC (Direct Contact to Customers).

· Pre-mandatory checks to ensure that all B/L are manifested as per custom requirement in 28 hours prior vessel arrival.

· Ensure customers are serviced in a professional manner.

· Constantly evaluate current work processes and suggest options to improve same

· Process knowledge sharing with local customer service team.

· Work closely with Manager/Country Managers and my team to ensure process changes, migrations & organization changes are properly planned and communicated to staff.

· Handling Team in the absence of Manager in terms of resource utilization, shift management & HRMS.

EDUCATION

	University
2011-2012
	· T.Y.B.COM
· FIRST CLASS

· GURUKUL COLLEGE OF COMMERCE

· MUMBAI UNIVERSITY
	MUMBAI

	Junior College
2008-2009
	· H.S.C
· SECOND CLASS

· S.I.W.S COLLEGE

· MAHARASHTRA BOARD


	MUMBAI

	High School

2006-2007
	· S.S.C

· FIRST CLASS

· KARTHIKA HIGH SCHOOL

· MAHARASHTRA BOARD


	MUMBAI

	
	
	

	
	


LANGUAGES


ENGLISH, HINDI, MARATHI, GERMAN
HOBBIES


LISTENING MUSIC, TRAVELLING .

DECLARATION


I HEREBY DECLARE THAT ABOVE INFORMATION GIVEN IS TRUE WITH THE BEST OF    

MY KNOWLEDGE. ORIGINALS SHALL BE PRODUCED ON REQUEST.

DATE:                                                                                                                                SIGNATURE

PLACE:  Mumbai                                                                                                              ( RAJENDRA)
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