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CAREER OBJECTIVE
A skilled, talented and accomplished professional with diverse experience in performing Port & vessel operation, client co-ordination, accounting functions and daily activities. Looking for a challenging position in Port operation / Shipping / Accounts / Customer service coordinator to develop my skills and proficiency in a renowned organization.
Profile
· Over 3 year and 6 Months experience at Port operation and, Documentation at Tuticorin Port, India and 7 Year Experience at Accounts and Customer Services (HUB operation)  at Dubai, United Arab Emirates 
· Playing  key role in exploring new possibilities

· Energetic contributor with demonstrable detail orientation and multi-tasking/organizational proficiency

· Self motivated individual & ability to cope with a fast paced environment.

· Strong communication & customer service skills

· Remarkable coordination skills 

    Areas of Interest
	· Accounts

	· Logistic/Port / Vessel Operation / Documentation / Export & Import

	· Customer Relationship Management (Husbandry / Port Operation / Hub Operation)


PROFESSIONAL EXPERIENCE:
Gulf Agency Company, DUBAI
Customer Service coordinator / Accountant (April 2013 – till date)

About the Company :- GULF AGENCY COMPANY, DUBAI, UAE
Gulf Agency Company is one of the leading providers of shipping, logistics and marine services in the world. GAC provides Global Hub Agency Services to international shipping principals by utilizing the Group’s experience and expertise to control and reduce port call related expenses for its customers.
Duties and Responsibilities:
· Responsible for co-ordination with Shell Middle East (STASCO) on voyage instruction and prompt follow up with port call fixture activities.

· Port Operations monitored from Dubai Hub office on behalf of Shell charterers to ensure safe and quick turnaround of vessels.

· Liaising with the Port Captain and vessel Masters with reference to Certification, Safety Equipment and Loose Lifting Gear etc in order port agent to obtain port clearance without affecting operations also taking into account of time frame.

· Liaising with the Technical Manager to ensure timely delivery of supplies, and that purchase requisitions are being tracked and expedited in a timely manner enable suppliers to deliver on board eventually.

· Ensuring that all mandatory procedures are being followed by technicians in accordance with harbor safety procedure.

· Liaising with agent on pro-forma submission and relevant instruction provided by charterers during the vessel port stay.

· Managing accounts on behalf of charterers and making prompt payment on PDA. 

· Handling claims and disputes arise during processing the Disbursement account and following up agents and charterers to solve the issue.

· Thorough checking of various documents like SOF, Cargo documents to ensure the cargo quantities and charges are valid.

· Maintaining records and providing reports on cost savings attained during the month as per customer need. 
· Manage client’s (Principal’s & Port agents) accounts in terms of sales and service delivery.
· Reconciliation of ledger accounts and bank accounts

· Handling Receivable & Payable Account, Banking formalities, Income report and Ledgers 
· Credit Controlling

· Monitors client cash flow and account analysis.

· Monitor customer account details for non-payments, delayed payments and other irregularities

· Centralized accounting/billing, controlling bank transfer and currency exchange rate charges.

· Preparing weekly & fort night reports to various principal Lines

· Verification and payment of crew expenses (Allotments) to crew mangers.

· Coordination with port agent for charters expenses before ending the time bar period and ensure the payment of processing and rate of exchange supporting’s.

· Arranging cash to the vessel through bank at various worldwide ports (CTM)

· Ensuring that end of month vessel paperwork is reviewed and outstanding issues acted upon.

· Monitor the performance of sub-contractors services provided to vessel operations and doing surveillance check bill amount being remitted in a timely manner.

· Assisting in the internal and external audits of vessel expenditure incur during the voyage.

Since Sep’08-Mar ’13 Senior Operations Analyst with DA-Desk FZE, DUBAI, UAE.
(DA-Desk core service is port cost management with process and control variations for different industry sectors.)
· Spearheading efforts for handling overall process of Agency appointment, Proforma checking, approval and Advance payment for Bulk and Tanker Vessels  
· Accountable for checking thoroughly Each Final DA and verifying before being made available for Operators Approval.
· Maintaining Close contact with agents around the world on behalf of operators in handling the agent’s statement of accounts.
· Deftly coordinating and with all agents and principals to ensure that all issues have been identified are resolved efficiently
· Responsible for Monitoring and controlling the flow of issues through the team alerting Team Manager to any potential problem.
· Checking accuracy of all invoices, vouchers submitted by the agent relate to the voyage in question and allocating to the correct expenses category.
· Proficiently checking all documentation including Statement of Facts, Provisional DA's and Departure DA's for Accuracy.
· Verifying the Cost Items in Disbursement accounts whether the agent charged the cost in FDA with line to PDA.                       
Since Jan’08-Aug ’08
Port Operation Executive with Pearl Shipping Agencies, Tuticorin, India.
· All kinds of  Steamer Agency Work (Activities :- Loading, Discharging, STS, Survey and Bunkering)
· Handled More than 25 vessels per month (Tanker, Bulk, Project, Gas carrier (LNG / LPG) and Container)
· Preparing Port Disbursement Account (PDA) on Vessel’s Enquiry and Final Disbursement for settlement from Owners / Time charter / Voyage charter
· Sending arrival notices to shippers & receivers before vessel’s arrival.
· Instructing Sub-Ordinates to File Prior & Final IGM, attending Boarding Formalities with customs, Immigration & Quarantine Officials on Vessel’s berthing.
· Arranging to attend Vessel’s crew signing on & signing off work and Husbandry Matters
· Documentation for Customs / Marine / Quarantine / Immigration (Manifest, Mates Receipt, SOF, Bill of Lading etc)
· Sending Arrival Notices to Shippers / Receivers before vessel arrival

Since May’05-Dec ’07
Port Operation Executive with Vinoth Shipping Agencies and Krishna & Co (Export House), Tuticorin, India.
· Handled Bulk & Tanker vessels in Tuticorin port
· Preparing Port Disbursement Account (PDA) on Vessel’s Enquiry and Final Disbursement for settlement from Owners / Time charter / Voyage charter
· Sending Arrival Notices to Shippers / Receivers before vessel arrival.
· Getting the registration of ship & cargo documents from customs & port.
· Intimating the vessel ETA with port / customs authorities to berth the vessel on her arrival.
· Successfully obtaining clearance from Customs, Immigration & Quarantine authorities for the vessel. 
· Documentation for Export / Import Formalities with Port & Customs
· Arranging to attend Vessel’s crew signing on & signing off work and Husbandry Matters
· Service Tax & Income Tax formalities
ACADEMIC CREDENTIALS
· Pursuing MBA 2nd year from Annamalai University, India.
· Bachelor of Banking Management from Manonmaniam Sundranar University, India.
SOFTWARE PROFICIENCY
Operating Systems
:
Windows ’97, 2000, XP, Vista

Application Packages
: 
MS Office 2000 [MS Word, MS Excel, PowerPoint] ,Tally 6.3, 
PERSONAL DETAILS
Date of Birth

:
11th November, 1984.
Nationality

:
India
Marital status

:
Married
Languages 

:
Tamil, English
Address

:
4/1025,T.N.H.B Colony,EttayapuramRoad, Tuticorin - 628002, 



Tamil Nadu, India.
Driving License
:   
UAE & INDIA Driving License (Light Vehicle) / Having  





Own Car (Mazda 3)

DECLARATION:
           I hereby declare that all the particulars furnished above are true to the best of my knowledge and belief. 
                                                                                                                          Yours Faithfully,
     (Kannan Muthu Balakrishnan)
