AMANY 

Amany.360333@freemail.com

CAREER OBJECTIVE 

Seeking a pivotal role in a dynamic organization to formulate and drive long term organization objectives.

SKILLS

· Customer Service, Documentation, Negotiations, & Reports Generation.

· Good knowledge in Shipping procedures, & Freight forwarding operations.

· Costing, Standardizing Policies & Procedures, Accept responsibility & make decisions.

· Flexible, Reliable, Team Building, Motivating, Hard Working, Excellent Communication & Interpersonal Skills.

· Ability to Work Under Pressure, Good Listener, Prioritize & Manage time well, Problem Solving.

· IT Skills: MS Office Applications .
PROFESSIONAL EXPERIENCE

· Gulf Badr Group-Ever Green Shipping Line – Egypt     
Mar  2010-Till Now Documentation and Customer Service
Key Responsibilities:

· Identifying shippers needs.

· Attending all shippers problems till get it done.

· Handling all documentations tasks including issuing bill of lading and processing of manifests.

· Preparing invoices and oustanding sheets.

· Handling all customer services tasks according to customer satisfaction measurments

· Sharaf Shipping agency – Abu Dhabi,UAE                 
Sep 2006-Jan 2010
Documentation and Customer Service, Import Department.

Delivery order section .
Key Responsibilities:

· Handling all customer service tasks , Attending clients calls.
· Handling import shipping documents and process.

· Freight / Cargo manifests electronic processing and manual data entry.

· Delivery order processing. 

· Liaise with both internal and external clients on cargo movements and rate request.

· Managing filing systems .
· ACCR shipping line – Egypt 


      
Jan 2005-Jul 2006

Documentation and Customer Service, Export Department.

Key Responsibilities:

· Identifying shippers needs.

· Attending all shippers problems till get it done.

· Handling all documentations tasks including issuing bill of lading and processing of manifests.

· Preparing invoices and oustanding sheets.

· Handling all customer services tasks according to customer satisfaction measurments.

· First Union INT'l Freight Forwarder and Liner Services – Egypt
Jan 2002-Dec 2004

Documentation and Operations

Key Responsibilities:

· Following customs clearance procedures.

· Following shipment release.

· Assisting operation team.

· Handling all office and admin work.

· Follow and set the agreements with transporters.

· First Freight INT'l Freight Forwarder – Egypt             
Dec 1999-Dec 2001

Documentation and Operations 

Key Responsibilities:

· Following customs clearance procedures.

· Following shipments release.

· Assisting operations team.

· Handling all office and admin work.

· Follow and set the agreements with transporters.

EDUCATION 

Bachelor of Arts, Department ARCHAEOLOGY 1999  “   Greek & Roman monuments “  .

Alexandria University .

PERSONAL INFORMATION

Date of Birth

: 21 January 1978 

Gender                   
: Female

Nationality             
: Egyptian

Marital Status         
: Single

Languages Known 
: Arabic & English 

