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KEY SKILLS


·  14 years (10 years in UAE) work exposure in Freight Forwarding,Office Admin,Sales & Warehouse Management.

· Exposure in customer service, front office management, and sales co-ordination
· Thorough knowledge in DHL Easy ship & FedEx Ship Manager.
· Well developed presentation skills as well as the ability to analyse information from many 

sources and reach logical conclusions.

· Diploma in Computer Hardware/Basic Electronics

CAREER HISTORY

ORGANIZATION
: KANOO GROUP,DUBAI,UAE

PERIOD


: MARCH 2007  To  Present
· Customer Service/Operations Co-ordinator (Int’l Desk) 

- UAE 
Profile: Customer relation management. Implement the entire procedures required to international shipment from all over UAE. Follow up of enquires and queries of corporate clients. Supporting and generating Sales by giving Leads. 

Duties and Responsibilities:

· Dispatching of Outgoing Consignments (DHL Easy ship & FedEx Ship Manager).
· Handling of Complaints.

· Costumer account management –Troubleshooting, Tracking of Int’l Shipments, 

· Follow-up of unlocatable shipments.

· Handling Telephonic Queries Enquiries (More than 100 calls)

· Correspondence through E-mail

· Handling Import Shipments

· Undertaking all Data entry works

· Follow up of receivables
· Building & Maintaining Customer Relationships

· Reconciliation of customer account on a daily basis

ORGANIZATION
: FIRST FLIGHT COURIERS, INDIA
PERIOD


: FEB 2003 – DEC 2006
· Operations Executive   

· To carry out day today duties of Operations department 

· Web Updation to the concerned Consignments.

· Invoicing & maintaining of proper record on Corporates.

· Setting up of Compliance Standards for various departments.

· Co-coordinating to team of people & report strategically to the senior management

· Reporting on Cash Management.

· Enhance Customer Service & reconcile Statement of Account.

· Co-coordinating with various departments to update in accordance with the requirements.

· Collections & Payment Schedules.

· To transform business requirements to facilitate the implementation.

ORGANIZATION 
: POWETRONIX TECHNOLOGY, KERALA, INDIA
PERIOD

             : MAR 2001 – JAN 2003
· Sales Administrator  

· Co coordinating with Sales Team & related departments.

· Enhance & customer enquiries on telephone & co-coordinating with receivables division.

· Preparing Quotations & Invoicing.

· Verifying the Daily Sales Report.

· Pressurizing Sales team to achieving Montly targets.

· Reporting to HO the Daily Sales & collections.

· Checking Credibility & completing the Final Sales Procedures.
· Take out mail approvals from HO for the Sales Promotion.

· Sending Sales schedules.

· Follow-up of Delinquent Customers.

· Preparation of Monthly Sales Analysis.

· Preparing MIS.

EDUCATIONAL QUALIFICATION
· Bachelor of Science (course completed)
· Passed Merchant Navy Cadet Training

· Diploma in Computer Applications

· Diploma in Computer Hardware & Basic Electronics

Computer Knowledge

MS-Dos, Windows xp, 2000, MS office, Internet & Email Operation.
PERSONAL INFROMATION
Sex
 :
Male

Marital Status
 :
Single

Languages
 :
Fluent in English, Hindi, & Malayalam

Driving License                      :      U.A.E       

                           References available on request
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