RESUME

MAMTA
MAMTA.366950@2freemail.com  
 

	PERSONAL DETAILS: 


 

	DATE OF BIRTH
	:
	23rd December 1983

	AGE
	:
	 34 YEARS

	MARITAL STATUS
	:
	Married


 

	ACADEMIC PURSUIT:


 

	Degree
	Year of Passing
	%
	Class / Grade
	Board / Univercity

	B.A
	2004
	60%
	I CLASS
	POMPEI COLLEGE MANGALORE UNIVERSITY

	H.S.C.
	2001
	65%
	I CLASS
	PU COLLEGE KARNATAKA BOARD

	S.S.C.
	1999
	75%
	I CLASS
	K.P.S.K.M.H SCHOOL 


	 COMPUTER SKILL:


 

· MS OFFICE AND INTERNET

 

	LANGUAGES KNOWN: 


 

· ENGLISH, HINDI, KANNADA , TULU & MARATHI

	 EXPERIENCE PROFILE:


	COMPANY NAME 
	:
	Seacrest Marine Services (M/s. Selandia ship Management )

	BUSINESS / PRODUCT
	:
	Ship & Crew Management 

	DESIGNATION
	: 
	EXECUTIVE OPERATIONS

	PERIOD
	:
	MAY- 2014 TO TILL DATE

	JOB DESCRIPTION
	:
	 

	· Entering orders details placed by Purchase dept. in the system and keeping track of the same on daily basis.

· Taking vessel schedule from Agent / Master 
· Sending port enquiry to agents, upon receipt of all needed details forwarding the same to other dept.
· Sending pre port activity sheet to Purchase dept. and once received with updates forwarding the same to Master/ Agent with all the needed details. 
· Following up with supplier on readiness status of order. Calling for freight , negotiating and finalizing the freight and Coordinating for Shipment.
· Following up with supplier for delivery of orders or completion of service.
· Consolidating ready orders in Forwarder’s Warehouse , checking stocklist and planning to connect the orders to the vessel. Calling freight, negotiating, dispatching the shipment to vessel’s agent for that particular port where vessel calls.
· Following up with Agent for clearance and on board delivery of spares to the vessel.
· If needed sending enquiry to Agent for crew change cost. Preparing comparison sheet and sending same for approval.


	· Once completion of vessel’s call following up with Master for updated PAS ( Confirmation on receipt of all the orders) 
· Preparing Synopsis . Updating PO track file, maintaining stock report.


	· Maintaining file of day to day execution of orders


	 EXPERIENCE PROFILE:


	COMPANY NAME 
	:
	M/s. SHARP INDUSTRIES LTD.

	BUSINESS / PRODUCT
	:
	Manufacturers Of Packing Material

	DESIGNATION
	: 
	IMPORT / EXPORT EXECUTIVE 

	PERIOD
	:
	NOV- 2012 TO APRIL 2014

	JOB DESCRIPTION
	:
	 

	· Upon receipt of enquiry , checking price with suppliers and preparing quotation.

· Sending quotation and following up for orders.

· Arranging to send Pre shipment sample to customer

· Preparing documents like Purchase Order , Proforma Invoice, Commercial Invoice, Packing List, Order Acceptance, Certificates according to L/C, Bill of Exchange ,  Shipping Marks .
· Following up with plant for proper packing and  dispatch of material  
· Calling for freight , negotiating and finalizing the freight and  Coordinating with CHA for Shipment.
· Co- ordianting  with Transporter for delivery of goods
· Execution of Shipments. Keeping track of shipments and time to time updating customer with the status of shipment .

	· Checking Bill of Lading & Airway Bill 

	· Arranging to send original shipping documents to bank .

	· Scanning & sending documents to customer ,  providing courier tracking details of  shipping documents to customer
· Checking with destination agents of shipping line regarding vessel reach and release of delivery order.


	· Keeping track of payment records / Giving reminders to customer for Outstanding payment.
· Following up with Overseas supplier for dispatch of Raw Material
· Making arrangement for clearance of Import documents.
· Appointing Clearing Agent for clearance of Import Shipment


	

	COMPANY NAME 
	:
	M/s. ABC CHEMICALS PVT.LTD.

	BUSINESS / PRODUCT
	:
	Traders & Exporters of Dyes & Pigments

	DESIGNATION
	: 
	EXPORT EXECUTIVE 

	PERIOD
	:
	SEP- 2010 TO NOV 2012

	JOB DESCRIPTION
	:
	 

	· Sending Purchase Order to supplier and following up for Pre shipment sample.

· Arranging to send Pre shipment sample to customer

· Preparing documents like Purchase Order , Proforma Invoice, Commercial Invoice, Packing List, Order Acceptance, Certificate of Analysis , Method of Analysis , Material Safety Data Sheet (MSDS), Certificates according to L/C, Bill of Exchange , CT-1 , Shipping Marks, Quality Guarantee Letter .
· Following up with supplier for proper packing and  dispatch of material  
· Calling for freight , negotiating and finalizing the freight and  Coordinating with CHA for Shipment.
· Co- ordianting  with Transporter for delivery of goods
· Execution of Shipments. Keeping track of shipments and time to time updating customer with the status of shipment .

	· Checking Bill of Lading & Airway Bill 

	· Arranging to send original shipping documents to bank .

	· Scanning & sending documents to customer ,  providing courier tracking details of  shipping documents to customer
· Checking with destination agents of shipping line regarding vessel reach and release of delivery order.


	· Keeping track of payment records / Giving reminders to customer in case of Advance payment.

	· Handling incoming e-mails, replying e-mails
· Maintaining file of day to day execution of orders

· Preparing ISO documents



	COMPANY NAME 
	:
	Ma Foi Consultancy PVT. LTD

	BUSINESS /  PRODUCT
	:
	For AXIS BANK LTD

	DESIGNATION
	: 
	Phone Banking Officer 

	PERIOD
	:
	April  2007 – January  2010

	JOB DESCRIPTION
	:
	 

	· Attending customer’s call and answering their query.

	· Providing account related as well as banking related details to customer  

	· Forwarding customer’s complaint / suggestion to related Branch or ATM centre  

	· Taking customer’s request for cheque book , Internet Password , ATM pin etc.

	· Assisting customer in operating Online Banking , changing password or Blocking the password. 

	· Taking lost card complaint and blocking the card. 

	· Arranging for executive to assist customer for their query related to A/C opening , Loan etc. 

	· Helping customer to generate Tele banking pin and Mobile banking facility 

	· Assisting customer in their query related to Travel Currency card, Debit card , meal card. Reward card etc 

	· Giving mock calls and training to new PBO’s


