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(Certified International Supply Chain Professional)


WORK EXPERIENCE
Logistics Coordinator
Engineering, UAE 
April 2013 till date
· Act as main point of customer contact
· Scrutiny of documentation required for shipping.
· Preparation of commercial invoice of material for freight forwarder.
· Requested quotations from freight forwarders and trucking services for shipments.

· Arranged with freight forwarders and trucking company pickup and delivery of the merchandise through shipping instructions.

· Provide shipment information to customers
· Liaison with different departments within the company to facilitate shipments

· Assisting in tracking shipments and providing information.
· Providing transportation information and managing billing information

· Managing quality control by ensuring that all shipped orders are in working condition

· Maintain records in ERP systems and usage of office equipments.

· Prepare Custom clearance documents through e-portal of Abu Dhabi finance dept website.
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Sr. Sales Administration Coordinator
Toyota Southern Motors, Karachi, Pakistan
May-2008 to March-2013
· Keep monitor receivable and payable transactions of vehicle sales through finance department by the help of Oracle and SAP software.

· Prepare daily / monthly sales report and report to Manager.

· Attend customer complaints (vehicles under warranty).

· Prepare quotations and Proforma invoices for corporate clients.

· Monitoring Record keeping of all relevant documents.

· Prepare monthly reports for principal company M/s. Indus Motor Co Ltd.

· Update Sales Activity Control Board

· Update and maintain Provisional Booking Order Form software.

· Prepare Govt. tender participation document and complete all requirements.

· Monitoring the preparation of original sales documents for customers.

· Provide customer data to Customer Relation dept for after-sales correspondence. 

· Monitoring timely delivery of item to customer and transportation arrangements.



PROFESSIONAL QUALIFICATION

CISCP (Certified International Supply Chain Professional)

Blue Ocean academy affiliated with IPSCMI
EDUCATION
Bachelor in Commerce, University of Karachi, Pakistan
ADDITIONAL
• Exceptional customer service orientation
• Good communication skills
• Passion to succeed
• Strong organizational and interpersonal skills

• Excellent working knowledge of all Microsoft Office packages.
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To interview this candidate, please send your company name, vacancy, and salary offered details along with this or other CV Reference Numbers that you may have short listed from � HYPERLINK "http://www.gulfjobseeker.com/employer/cvdatabasepaid.php" �http://www.gulfjobseeker.com/employer/cvdatabasepaid.php� 


addressing to HR Consultant on email: � HYPERLINK "mailto:cvcontacts@gulfjobseekers.com" �cvcontacts@gulfjobseekers.com�


We will contact the candidate first to ensure their availability for your job 


and send you the quotation for our HR Consulting Fees.








