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Executive Profile
            Pro-active and results oriented  6 years of working experience with valid UAE Dubai driving license, based on solid format education consisting a Bachelor Degree .Strongly self-motivated, enthusiastic, and committed to professional excellence, Able to motivate personnel to high performance standards and excellence, Outstanding and dedicated team player with strong analytical, communication, interpersonal, problem-solving skills, Looking for a position of an Executive in a Company that will allow growth into position of broader responsibility.
Experience Summary
· 6 years Professional Experience  
  Career Profile
·        Worked as tally clerk for AGILITY GLOBAL LOGISTICS – Dubai, Jebel Ali free zone, Dubai from 1st June 2015 to 8th December 2016.

·       Worked as Warehouse assistant for AGILITY GLOBAL LOGISTICS – Dubai, Jebel Ali     free zone, Dubai from 8th Jan 2014 to till 30th may 2015.
·     Worked as Junior Executive for AGILITY LOGISTICS PVT LTD - Chennai, India, 
         from 27th June 2012 to 27th July 2013.
·     Worked as Junior Accountant & Administration for BINDU CONSTRUCTIONS & IES –               
             Visakhpatnam, India, From 09th FEB 2011 to 31st May 2012.
  
 MHE OPERATOR (Acting Tally Clerk)  
Responsibility:-
· Supervise the loading, off​loading and stacking of the commodities, and assist the admin team to keep updated records on stack cards, and/or computer inventory lists;
· Make appropriate remarks on the consignor’s documents and WFP tally sheets when differences are observed between consigned and received quantities;
· Supervise cleaning exercise after loading and off​loading and reconstitution exercise when required;
· Check and control incoming goods both food and non​food commodities by such methods as physical counts, random weight checks, rejection of any spoiled commodity, reconditioning of underweight bags, etc to ascertain that they meet the required specifications and to report anomalies (if any);
· Prepare the delivery of goods upon request of the admin team against official and approved documentation;
· Timely report and, in consultation with the admin team, undertake re​- bagging/re​packing, reconstitution and segregation of damaged food;
· Implement proper stacking according to commodity and Shipping Instruction (SI) numbers;
· Prepare Dispatch tally sheets for commodities issued from the warehouse;
· Distribute tally sheets to the users as per WFP guidelines;
· Record all commodity receipts, issues and disposals on stack card
· Assist the admin team to supervise and train casual labor;
· Perform other related duties as required.
 WAREHOUSE ASSISTANT 
Responsibility:-
· Receiving/ Put-away / Feeding / Replenishment to required standards.

· Picking orders from the picking list as per priority and levels set.

· Placing orders into appropriate marshaling area.

· Advising administration staff of any discrepancies.

· Loading vehicles according to Customer route & delivery order.
· Ensure damaged products are placed into the pre-quarantine area.

· Assisting in Stock Count.

· Assisting in value added activities.
· Maintaining POD list for the future tracking.

JUNIOR EXECUTIVE

Functional Responsibilities:-
· Handling Ocean Export Desk.

· Generating job pendency / Delayed job report & submitting to BM for job monitoring process.

· Uploading document in Ajira.

· Preparing DSR.
· Generating covering letter for dispatched document for the future reference.
· Following-up for post date shipment.

· Based on the SOP, Checking each invoice thoroughly & ensure to submit invoice to the customer on time.

· Coordinating with management for various activities.
· Follow-up with customer for the payment & helping credit control team to get the payment within the agreed time frame.

· Following-up Overseas for pre-alert, B/L release, amendment Process.

· Preparing the day to day cash flow statement.

· Arranging the transport for the cargo collection.

· Coordinating with accounts Team for the vendor payment release.
JUNIOR ACCOUNTANT / ADMIN
Responsibility:-

·      Cash Handling

·      Vouchers \ Bills Preparations

·      Tally Entries in Tally ERP9

Academic Profile
    . Graduated in History 2011 from Manipur University.
    . Diploma in IATA/FIATA INTRODUCTORY COURSE.
Computer knowledge
Windows, MS Office & Internet Skills.

Declaration

           I hereby declare that the above mentioned information is true and correct to the best of my knowledge and belief.
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