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CAREER OBJECTIVE:

To contribute to an organization by facilitating my experience and understanding of imports and exports  as well as maintaining  pace with growing environment.

PROFILE SUMMARY:
· Professional in the field of Export documentation & customer care.
· Managed Customers in different regions U.S. South East, U.S. Gulf, Preferred A/c. & U.S. Flag (Military Shipments.)

· Taking care of Customer Queries.
· Handling freight invoice.
ORGANISATIONAL EXPERIENCE:
· Organisation: CMA CGM Agencies India Pvt. Ltd.

Duration: from December 2015 – to present.
Designation: Import Executive.

Responsibilities:

· Preparing freight Invoice for South Zone, Import containers covering Chennai, Tuticorin, Cochin, Vishakhapatnam & Krishnapatnam.

· Co-ordinating with respective location for queries related to import rates.  

· Also co-ordinating with overseas office to confirm correct Consignee and Notify Party.

· Follow up with Nhava sheva team for Advance list to prepare invoices.

· Preparing Vessel schedule for each week & and keeping track of Advance list.

· Maintaining report of special customers and following procedure as per the given list while preparing Invoices.
· Co-ordinating with audit desk to meet customer expectation.
M/s. Hapag Lloyd Global Services Pvt. ltd. From 17th Nov’2003 to 8th August 2014, as Sr. Customer Service Coordinator. 
Responsibilities:

· Preparation of Bill Of Lading.
· Follow up with the customers.

· Coordinating with the service units for issues and Clarifications.

· Coordinate with customers for any queries with regards to their bill of ladings.
· Monitoring & preparing reports for pending queries for each vessel.

· Coordinate with the booking department for correct container type and no. & DG information.
· Validation of free time is applicability for demurrage & detention as per the customer’s contract with the company.

· Compile data about pending shipments and keep a follow up to update the necessary details for completion.

· Coordinate with Area Doc Centre (ADC) for customer specifics and any new destination country specifics and keep the team leader and team member updated about the same.

· Training new team members.

· Managed customers in different regions like: U.S. South East, U.S. Gulf, Preferred A/c. & U.S. Flag (Military Shipments.)
ACHIVEMENTS:

· Received as best employee for Accuracy & Productivity by the Management.

· Certificate of Excellence

M/s. EMU Lines Pvt. Ltd. Form 10th August 2002 to 12th November 2003
Designation – Documentation Assistant  

· Updating Carting report.

· Allotting bill of lading No.

· Feeding the House B/ L and Master B/L.

· Taking rates from the concerned marketing persons for different ports.

· Updating the Freight bill.

· Attending Customer Query and Coordinating with different departments.

M/s. TRINITY COMPUTER PROCESSING (I) PVT. LTD. From 15th February 2001 to 1st August 2002.
Designation – Claims Technician.

· Processing Advices, Claims & Refunds via CICS to various Underwriters.

· Transmitting EDX to Lirma Underwriters

· Network Monitoring of EDX Transmissions through IBM and reporting to technicians at Ipswich.

M/s. ALL CARGO MOVERS (I) PVT. LTD. From 16th May 2000 to 14th February 2001.
On roll of AVADH MARKETING PVT. LTD.
Designation – Documentation Assistant. 

· Issue of Bill of Lading No.

· Preparing House B/L (HBL).

· Attending to Customers

· Updating Carting report

· Preparing Daily Reports (Manifest).

M/s. RATILAL T. PAREKH & SONS. From 4th October 1999 to 12th May 2000.
Designation – Export Documentation Executive. 

· Preparation of Bill Of Lading.

· Taking rates from different lines.

· Follow-up with lines to check status of cargo.

· Releasing bills with different lines.

M/s. PARAS DIAMOND CORPORATION. From 1st April 1997 to 31st March 1999.

Designation – Office assistant.
TRAINING:
· Certification course in Dangerous Cargo in Containers.

· Certification course in Adobe PageMaker, Illustrator, Photoshop.

EDUCATION:
· BCom from Mumbai University in 1997.
· Completed Diploma in Computer Application from Sukh Sagor Institute.

IT Skills: Well versed with MS Office Suite (Word, Excel and PowerPoint) and Internet Applications

PERSONAL DETAILS:
Date of Birth:


09th November, 1971
Linguistics Abilities:

English, Hindi, Marathi and Malayalam.
Location Preference:

Mumbai, Kerala.
Marital Status:


Married 
