BLAISEY 
Email: blaisey.31392@2freemail.com
OBJECTIVE
To work in a challenging environment where I can apply my creative skills and be a part of the team that helps in achieving the organisational goals.
EXPERIENCE SUMMARY
Company:ARYA CORPPVT. LTD (Mumbai)

Work Experience:08 months experience (11 Sep 2009 till 07 May 2010)
Job Profile:Data Entry Operator
· Updation of Tonnage.
· Updation of Baltic Exchange Index.
· Drag & Drop of Cargoes in respective folders.
· Updation of Market Report.
· Merging of Address books & Contacts.
EXPERIENCE SUMMARY
Company:M.H.ALSHAYA CO.W.L.L. (Kuwait)

Work Experience:4 yrs 5 mths experience (17 Apr 2011 till 17 Sep 2015)
Job Profile: Shipping Coordinator
· Keep accurate records, review information, consolidate reports and take action where necessary

· Record and consolidate all information supplied by freight forwarders into report form.

· Check all information and documentation for accuracy and completeness.

· Prepare weekly report on status of incoming shipments.

· Assist supervisor in preparing shipping reports.

· Compile Ad-hoc reports as required.

· Check costings from freight forwarders and clearing agents against approval rates.

· Maintain, organise and catalogue all shipping records.

· Continuously track shipments progress and communicate delays or concerns to affected parties.

· Pass insurance claims to Finance for processing.
· Communicate with Line Manager any variances, or improvements to be made to current department practises

· Communicate problems to Shipping Supervisor.

· Advise Shipping Supervisor on all incoming and clearance of shipments issues.

· Advise distribution centres/merchandisers of incoming shipments.

· Responsible for the daily administration of all imports, inter-country transfers and exports.

· Provide pre-alerts on incoming shipments, compile clearance documentation and costings for shipments.

· Recommend actions which will expedite clearing processes.
· Develop relationships both internal and external to achieve objectives within timescales
· Handle queries on incoming shipments.
· Communicate relevant information to Internal/external partes whilst presenting the Company in a professional manner

· Continuously liaise with forwarding agents.

· Supply information to local clearing agents.
COMPUTER SKILLS
· MSCIT

· TALLY 9

· MS OFFICE & FOXPRO

EDUCATIONAL QUALIFICATIONS
2008-2009: University of Mumbai
Elphinstone College
                      TYBCom – (1st Class)

2005-2006: Maharashtra Board

Elphinstone College
                      HSC – (1st Class)

2003-2004: Maharashtra Board

Convent of Jesus and Mary
                      SSC – (1st Class)

INTERESTS

· Learning new things

· Listening Music

· Singing

PERSONAL DETAILS

Date of Birth: 31st August 1988

Gender: Female

Marital Status: Married 
Nationality: Indian

Languages Known: English, Hindi, Marathi & Konkani

Visa Status : Visit Visa valid till 15 April 2016 

DECLARATION
            I hereby declare that all the above given information is true to the best of my knowledge and belief.

 (BLAISEY)

