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Career Objective:

Seeking an opportunity to utilize career experience, skills and education to contribute to employer objectives, profitability and success with a company offering potential for challenge and growth.
Position Desired – Operations Executive

Career History – 12 years shipping experience in UAE
Translink Logistics LLC - _Dubai  - Since May 2004
Job Responsibilities
Operations Executive 
· Cargo booking with carriers and shipping lines.
· Well-versed with the customs clearance through Mirsal I and Mirsal II ‎
· Sending quotations to the clients for both import and export - sea/air /courier shipments.
· Liasing with all overseas agents, airlines, shipping lines for freight charges.
· Monitoring cargo from origin to destination through on-line system, phone or e-mail.
· Generation of ATA and DA for air import shipments.
· On-line booking and execution of AWB thru Calogi and skycargo.
· Well versed with the online procedures for export sea freight shipments, through INTTRA, Maersk, APL etc…
· Arranging all the procedures from container release to collection of original BL.
· Generate Bill of lading & Airway Bill as per normal or L/C terms and release on time.
· Send pre-alert documents to clients & overseas counterparts.
· Negotiating air freight & sea freight rates on behalf of sales team.
· Co-ordinates & gives instructions / guidance to operations staff.
· Creation and Renewal of business code of the customers.
· Checks & verifies documents prior to processing.
· Applying and collecting Certificate of Origin on behalf of the customers.
· Processing of documents through Calogi – both import and export.
· Aware of the IMCO procedures for air and sea shipments.

· Handling sea-air and air-sea shipments.

· Applying for municipality approval on behalf of the customers.
· Applying for new /renewal of business code of customers.
· Arranging courier shipments – import and export
Accounts 
· Handling petty cash.

· Prepare Sales invoices and purchase vouchers.

· Preparing payment vouchers and receipt vouchers.

· Account / Bank reconciliation.

· Administer account receivables and accounts payables.
· Coordinating and cautioning the sales team on dues of their respective customer.
· Maintaining communication with management on day to day accounting function.

· Assist with maintaining internal financial controls.

Core competencies:

· Hard working, dedicated and disciplined.

· Excellent communication skills both verbal and written.

· A quick leaner.

· Work under pressure to meet the clients’ deadline.

· Team player.
· Excellent communication skills in Email.

Education Qualification:

Graduation in Commerce from University of Calicut, Kerala 2002.    

Computer Skills:

Working knowledge of Accounting package TALLY, PACT and ERP as well as proficiency in

MS Office and Internet.
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