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OBJECTIVE: 

To use my Knowledge, Experience and Skills for achieving Organizational goals and to excel in this field through sheer hard work with 100% dedication.
SKILLS:
· Good teamwork capabilities and ability to work with people at different levels.

· Willingness to learn and venture into new things.

· Hardworking towards achievable target.

PROFESSIONAL EXPERIENCE:
Working with “Phoenix Logistics India Pvt. Ltd.” Belapur from 8th Aug, 2016 to till date. Phoenix Logistics is a eight year old company with having head office in Chennai and branch offices in Mumbai, Bangalore, Tirupur,Tuticorin and Delhi. Within a span of 8 years we have reached to all the major ports and have agreement in place with reputed agents globally. Phoenix Logistics represents “Evergreen Logistics” in India. For all in bound cargo which is Booked by Evergreen Logistics globally the handling agent in India is “Phoenix Logistics”. This is for both mode by Ocean and AIR. 

Designation
: Sr. Import Operations and Customer Service Executive

Location

:  Belapur – Navi Mumbai

· Job Responsibility 

· Coordination with Oversea’s Agent / Shipping line / CHA for all import nomination shipments and new arrival of Sea and Air enquiries.
· Coordination with Client/Agent for all DDU/DDP shipments and updating to Client/Agent regarding shipment status.

· Taking rates from Oversea’s Agent / Liner / CHA / Transporter and closing all enquiries of EXW / FOB / DDU /DDP.
· Handling all nomination shipments and trying to convert CIF shipments converts in to exw/fob with speaking to Customers.

· Checking of MBL/MAWB and HBL/HAWB copies, taking approval from client on HBL, sending documents for IGM filling purpose and updating arrival details to consignee for SEA/Air Shipments.

· Updating provisional cost in E-Freight System Software, Preparing Payment Requests. Entries of all payables and receivables. 

· Preparing Debit note in EFS Software and Sending to client and doing follow-up for payments.
· Updating Job Register and sending report to accounts team for monthly job opening status and payment receipts.
· Maintaining data and regular follow up with the clients
Worked with “McS Logistics International Pvt. Ltd.” Chembur from May 1, 2012 to till 15th July, 2016. McS Logistics is basically freight forwarding company, which provide door-door service for all import as well as export shipments to India and from India.  It is one of the leading company which is having its branches in Mumbai, Pune, Hyderabad, Delhi, Chennai, Kolkata, and Bangalore & in overseas Singapore, Dubai & in Malaysia.
Designation
: Sr. Import-Export Executive
Location

: Chembur – Mumbai

· Job Responsibility 

· Coordinate with Shipping Line / Forwarder for Rate Inquire.

· Co-ordination with overseas agents, Shipping lines, Airlines and updating shipment status to Customer.
· Handling, Dealing and negotiation of rates from Airlines and shipping lines.
· After shipment nomination received, co-coordinating with shipping line and overseas agent, giving instruction for MBL & HBL and updating the status to client.
· After vessel is onboard from Port of loading preparing documents for IGM filling.
· Sending HBL copy & Shipment details to client.

· Updating to client ETA of the shipment.

· Releasing Delivery order to cha as per agreed payment term.
· Co-coordinating with client for the clearance documents, i.e. Invoice, Packing List, C.O.O., Purchase order, IE code etc…

· Once shipment arrived at POD sending clearance documents to CHA Dept’s for filling Bill of Entry in Customs.

· Close co-ordination with CHA Dept’s and Customer and updating details on daily basis.

· Co-ordination with Transporter till Cargo will deliver to client factory or said premises.
· Creating of marketing collaterals and document checking.

· Attending customer complaints and undertaking steps for effectively resolving.

· Retaining clients and giving after sales service

· Co-ordination with documentation & customs clearance department for error free and timely submission of pre-shipment & post-shipment documents.

· All co-ordination for export shipment with Transporter, CHA, shipping line, agent (if HBL involved) upto shipment reaches to Port of Discharge.

· Maintaining contact with the shipping lines

· Sending Delivery status to overseas agents.

· Maintaining data and regular follow up with the clients

· Preparing daily report and statement.
Worked with DB Logistics India Pvt. Ltd. From January 21, 2009 to April 13, 2012.

DB Logistics is import freight forwarding company, which providing international freight forwarding & Logistics services across the world. Being a WCA member they are having worldwide agents and good type up with liners. It is a fast growing company which is having its branches in Mumbai, Pune, Hyderabad, Delhi, Chennai, Kolkata, and Bangalore with head office in Nagpur.
Designation
: Customer Service – Import Department
Location

: Belapur - Mumbai
Work Description:

· Job Responsibility:  
· Coordinate with Shipping Line-Airlines / Forwarder for Rate Inquire.

· Co-ordination with overseas agents, Shipping lines, Airlines and updating shipment status to Customer.
· Co-ordination with CHA Team and consignee and updating details of shipment.

· Follow-up with transporter up to material reaches in client’s factory.

· Sending debit note to client and follow-up for payment recovery. 
· Submitting documents for IGM filling in to liner offices.
EDUCATIONAL QUALIFICATION:
· Bachelor’s degree in Commerce in the year Oct -2007 from Mumbai University 
· Passed HSC in the year March- 2004 from Mumbai Board. (First class 60%)

· Passed SSC in the year March- 2002 from Mumbai Board. (First class 60%)
ADDITIONAL QUALIFICATION:

· Knowledge of INCOTERMS & Logistics from GEO Institute of Logistics
· Knowledge in computer Windows, MS office, Outlook mail and front literacy in internet.
· Computer Fundamental Course from Velocity Computer Institute, Thane.
· Perusing Accounting software Tally 9.0 from SIPS Institute, Thane

· English Typing Speed 30wpm from Laxmi Institute, Thane
PERSONAL INFORMATION:

Date of Birth                                    :
13th January, 1987.
Gender
                     :
Female
Nationality


: 
Indian
Marital Status  

:   
Unmarried
Languages known
 
:
English, Hindi and Marathi 
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