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J. Arunmozhidevi

E-mail: arunmozhidevi.350511@2freemail.com
EDUCATIONAL QUALIFICATION/CERTIFICATIONS

· 2002 -MBA from Alagappa University, Karaikudu, Tamil Nadu, India
· 2000 - BBA from Madurai Kamaraj University,  Madurai, Tamil Nadu, India

· Case Study - Performance satisfaction of the labor contract society (LCS) Employees, BHEL, Trichy (India

· Certification:  CISCP – Certification in International Supply Chain Profession

PROFESSIONAL EXPERIENCE

Tawazon Chemical Company LLC. Dubai - U.A.E (Mar 2011 – Present)

Logistics Coordinator
· Plan and organize operational logistics of the organization: Purchase chemicals and raw materials for building and packaging materials.

· On time processing of the purchase orders and forwarding the same to the suppliers

· Resolve work-related issues, prepare and submit progress and other reports and co-ordinate activities with other supply-chain work units.

· 100% Accuracy in the preparation of Export Documentation. (All GCC  & AFRICAN countries).

· Supervising & Co-ordination of all Inspection process.
· 100% update on the order placed and the receipt of the import clearance documents.

· Negotiate or oversee the negotiation of purchase contracts.

· Responsible for the Banking activities – opening LC, checking of LC documents, IBC documents.

· Maintaining good rapport with the suppliers

· Co-ordinate receiving, storing, distributing and maintaining inventories of materials, and scheduling transportation crews and routes.

· Good knowledge regarding the import regulations of various regions

· 100% maintenance of database on suppliers and their terms.

· Coordinating with the accounts dept. regarding the payment issues and other supplier information.

· Good working knowledge in ORACLE system’s Purchase and Supply Chain module.
· Good knowledge in Mirsal 2
Career One Solutions India Pvt Ltd, Chennai - India (Nov 2007 – Jan 2009)

Consultant

· Responsible for identifying and pre-screening candidates to fill over open requisitions.

· Create and maintain pipelines of applicable candidates (APPROX. 20 CANDIDATES PER DAY)

· Source and screen qualified candidates for various positions including, Call Center Representative, Marketing Administrative Assistant, HR Administrative Assistant, Project Coordinator, Business Analyst, Web developer, Technical Writer, Documentation Writer, C++ developer (Entry level, Jr. and Sr.), Electrical & Mechanical Engineers, Project Managers, Regional Director of Sales, Embedded Engineer and Software Developers.

· Responsible for building a candidate database

· Prepare weekly open position status report in Excel format. Maintain an applicant flow and hire log for all open positions. And Coordinated and prepared reports for oversea walk-in.

· Scheduling interviews for the screened candidates and making regular follow up with both the client and the candidate.

· Responsible for the preparation of Agenda and the Minutes of the meeting conducted every week.

CMS Institute, Chennai - India (Nov 2005 – Sep 2007)

Academic Counselor

· Achieved high rate of registration for courses (20 – 30 student per month)

· To guide students in making optimistic education choices based on their degrees.

· Responsible for student case load management - Progression, retention, Completion and Reentry.

· Responsible for data integrity management: course registration, fee payment, issuing the materials, Course completion certificates.

· Responsible for conducting SLP (Student Learning Program).

· Responsible for conducting online exams.

· Handling student’s issues.
PERSONAL DETAILS
Date of Birth:              01-04-1980
Nationality:                  Indian

Marital Status:            Married
UAE Visa: 
        Residence
UAE Driving License:  Valid
Languages:
        English, Tamil

References:                  Available upon request on Request

