MAHFOOZ
MAHFOOZ.350062@2freemail.com 
.         
Sub: Application for the post of Office Assistant & Custom Documentation (Import & Export)
Dear Sir,

I refer to your advertisement for the above position. I am graduate with specialization in Computer Sciences & Advance diploma in software Engineering. 

I have about one Year of experience in gulf and two years in India. During this short period of time I have gained adequate expertise and know-how of handling product planning and management, coordination with the advertising and event management. My responsibility includes order processing, coordinating with freight forwarding, accounts and warehouses as well I got good interaction with clients at all levels on commercial and technical matters, etc.

My knowledge and experience coupled with interpersonal and communication skills and qualification encourages me to offer my candidature for the post of Marketing and Sales Executive.
Please find enclosed brief resume of my academic and professional accomplishments for your kind perusal with an intention to see you in person.

CURRICULUM VITAE

Objectives:
I am looking for growth-oriented assignment in the area of Sales & Marketing, which can provide me ample opportunity to excel in life both as an efficient professional & a good human being. The work must enable me to be inline with organizational & personal growth. 

ORGANIZATION
BMA INTERNATIONAL FZE
PERRIOD

from Jan 8th 2010 to till now.

ROLE
worked as  cum Computer Operator my job responsibilities cover following areas:- Data Entry, Drafting Letters, Maintaining Records of weekly and monthly Reports. Establish and implement relevant standards and efficient technique in data control. I was also responsible for the networking of computers through LAN and PC trouble shooting & custom clearing Import & Export documents in GCC Country.

TRAINING PROFILE
1. Ensure timely and accurate processing of incoming and outgoing freight and provide excellent customer service.

2. Knowledge of online shipping systems and processes.

3. Good Knowledge of shipping procedures, logistics, customs & excise.

4. Coordinate with shipping lines.

5. Coordinate with factory & forwarder email to overseas customers

6. To maintain the flow of information in the system.

7. Mailing.

8. Have to make documentation for the sales and communicate with client

9. Can work independently by taking guidance from seniors.

10. Good communication and organizational skills.

11. Good knowledge of Export Import documentation.

12. Comfortable handling of all document related work.

13. Possess good knowledge of Export & Import documentation.

14. Prior experience of handling shipment independently.
DOCUMENTATION

1      Billing / invoicing.

2 Follow – up with accounts for payment to Parties.

3 Export / Import documentance 

4 Export excisable: clearance of import goods, exports oriented units.

5 Import /exports incentives – imports licenses etc

6 Shipping :-

(a) Bill of leading /Air way Bill/Sea way bill.

(b) General info about shipping –type of container and ships

(c) Hs code ,Quality control, exports Promotion schemes –product development

7 Software exports:  Destination – competition –types of software –emerging areas like IT enable service:  infrastructure facility: - Quality assurance.
EDUCATION

1 Bachelor of Commerce from H. N. B. University (Uttarakhand): Second Class (51%)

2 Advance Diploma in Computer Software from Cybertech computer educations (Uttarakhand): First Class (67%)

3  Three years Advance Diploma in Software Engineering from APTECH COMPUTER EDUCATIONS Uttarkashi (Uttarakhand): First class (72%).
4 Board of Intermediate Education: Second Class (51%)-2005
Skill Set
1. Window 9x, Window NT Server, Window NT Workstation, Window 2000 Server, internet.
3. Application software and Microsoft Office

LANGUAGE KNOWN:
English, Hindi, and Urdu
HOBBIES:


Reading, Teaching and Playing.

Date:

