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SUNITA 
Sunita.354280@2freemail.com

Objective:

· To pursue a career in a dynamic team-based environment that fosters creative thinking, responsibility and provides a challenging work atmosphere where I can utilize my technical talents and academic knowledge and further strengthen my skills.  

Professional Strength / Key Skills:
· Import & Export Documentation, Shipping, Inbound and Outbound Logistics, Freight Forwarding, Transportation Planning, Warehouse management,  BL processing, Inventory Management, Trading, Customer support, Team work, Ms office, Outlook, Software languages : C,C++, DBMS,SAP (MM), INTRA,TIETAN, Hardware and Networking, DG certified ,Committed to Hard work.
Work Experience:
October - 2014 to August - 2015: Worked as senior logistics coordinator (export) at BDP International and BDP project Logistics, Dubai, U.A.E
Project:  DOW SADARA CHEMICAL PROJECT
Plan and Coordinate for the mobilization and demobilization of the project material, plant and equipment with respect to a particular project from the vendor’s works site to the project location in adherence to the defined project schedule.

My job function includes:
· Collect all information from the projects execution, vendors, clients and the procurement team and prepare the detailed logistics plan for the project, in line with the project schedule. 

· Coordinate with the project, procurement, expediting, shipping and site construction team to ensure that all project material, plant and Equipment is mobilized/demobilized as per the project schedule and in line with the ROS (Required on site) date. 

· Follow up with the vendors for the selection of the optimum route for the transportation of materials, plant and machinery to the various project sites. 

· Inform the shipping contractor for timely collection on of materials as per the collection schedule from the vendors. 

· Plan and ensure the consolidation of cargo where ever possible without affecting the delivery plan. 

· Coordinate with the various sub-contractors to check on the status of transportation of all project materials, plant and machinery and update the respective logistics plan. Directly coordinate with the shipping agencies if required to expedite the process and track shipping cost and ensure the same is within the budget. 

· Co-ordinate with the vendors for the issue of final shipping documents according to the host country customs requirements. 

· Carry out any other duties as required by the reporting manager.

· Regularly update shipments & respective status report documents.

· Update the data into Material Management System / shipping module.

· Arranging for original documents - Generating, submitting and processing all required shipping and customs related documents.
· Follow up & receive and check and forward original shipping doc's to clearance agent.

· Preparation of export clearing documents as COO, COA, INSURANCE CERTIFICATE, PACKING LIST, INVOICES, BILL OF LADING PROCESS.
· Coordinate with site team on urgency & priority and convey same to clearance agent and Sharjah offices.
· Regularly check clearance & delivery activities & report any delay till goods are released from customs & delivered at site. 

· Recommend corrective action in case cargo is received in imperfect packing.

· Maintain records on damages & prepare insurance declarations as required.

· Coordinate between site & clearance agent for deliveries/ loading & unloading/ storage and return of empty containers 

· Follow up with local suppliers to ensure on time deliveries.

· Monitor performance of FF to ensure compliance with applicable procedures/ instructions & regulations.

· Prepare & issue request for quotation.

· Prepare freight cost estimates for proposal.

· Perform any related duties and responsibilities as and when required.

· Currently worked in SAP, TIETAN, INTRA, and ECC for this DOW’S project.
April-2010 to August-2014: Worked as Shipping/Logistic in charge (Import-Export) at Goodluck Metals FZC. Sharjah, U.A.E
A Company extensively involved in the field of trading of ferrous & nonferrous metal scrap, primary & Secondary Alloys and has three branches in U.A.E offering services to Indian subcontinents, GCC countries, china, Korea, U.S.A.
My Job function includes:
· Correspondence with local & overseas agent, price quoting and follow up shipment both inbound &   outbound (airfreight & sea freight).

·  Perform market and competitive analysis to identify new opportunities, create new account through "indoor" sales.

·  Experience in making shipping documents (BL instructions, shipping instructions, letters.etc)
· Experience in product presales (E-mail campaigns, Presentation, Cold Calling)

· Coordinate with shipping/transportation contractor to arrange timely transportation of materials and timely import/export/transit/dispatch of the material.

· Liaison with customers as per requirements of sales/purchase contracts. 

· Coordinate and prepare documents for consignee & Local Business Partner for complete custom documents, shipping instructions for both import/export containers.
· Coordinate with the Warehouse & Freight Forwarders for shipment pickup.

· Online tracking, booking and making Bill of leading directly with the shipping line for export containers.

· Maintain shipping records, Import and Export documentation.
· Preparation of  export bank documents which includes Certification of Origin, PSIC, Form 9, insurance, commercial invoice, Bill of leading, packing list, draft, covering letter.
April-07 to April-09:



Worked as Trainee at Silk City Securities in Mutual fund division, India.
· To increase the shareholder value and maximizing profit by improving the operational efficiencies and maximum utilization for the available resources.

· Supervise production processes to ensure implementation of company standards. 
· Prepares annual production plans and obtains approval of Director of production. 
· Coordinates with sales manager to:  Plan production capacities according to yearly sales projection.
Technical Skills & Expertise:
· Operating System: 
Windows XP/2000/98.

· Languages:        
 Basics of C, C++

· Database:                       Basics of Oracle9i

· Utilities:                          MS Office
Networking skills:      

· Installation (OS), Configuration, Win 2000, Protocols like TCP/IP, Sound Knowledge on Hub, Repeater, Router, Switches, Client server Networks Set Up using NT, 2000 Administration, Configuring of TCP/IP.

· Certified by central tool room & training center, A govt. of India society, ISO-9001, ISO-14001, OHSAS-18001

Hardware skills: 

· Computer hardware and I/O devices, assembling computer, bios setup.
·          Certified by central tool room & training center, A govt. of  India society, ISO-9001, ISO-14001, OHSAS-18001

Project detail:
Project #1

Project Title:
Designing and troubleshooting of SMPS
Duration:                   Two months

Project #2

Project Title:
Hybrid P.L.C using RS-232 interface

Duration:                    Two months

Educational Qualification:
· B-tech in applied electronics and instrumentation engineering from Biju Pattnaik University of Technology, Orissa secured 73.6% in the year 2007.

· 12th from Council of higher secondary education, Orissa secured 49.1% in the year 2002. 
· 10th from Higher secondary education, Orissa secured 85.6% in the year 2000.

Personal Details:

Date of Birth

:           17th   Dec 1984

Gender


:           Female

Religion

:           Hindu

Marital Status

:           Married
Nationality

:           Indian

Language known        :           English, Hindi, Oriya
Visa Status

:           Husband Sponsorship        

Declaration:
I, hereby declare that all the above information is true to the best of my knowledge and belief. In case any of my particulars furnished are found to be false at any stage, my candidature is liable to be rejected.

Sunita 

