Rahana
Rahana.368014@2freemail.com  
Aim to pursue challenging assignments in, Logistics, IFS, Supply Chain & Commercial Operations with a reputed organization where my skills and core competence become beneficial to organization plans and growth.
Professional Profile
· Highly competent professional with 8+Years extensive experience in :

-Commercial Operations – Logistics Functions
-Client Relationship Management – Team Management
Skill Set
· Leadership /   Team Building  /   Decision Making  /  Problem Solving 

· Excellent customer service skills.   

· Excellent interpersonal and communication skills. 

· Enjoy rapport building and customer interaction. 

· Professionalism and confident. 

· Target driven and self-motivated. 

· Strong persuasive skills. 
· Ability to Multi task.

Areas of Expertise
Commercial Operations:

· Managing seamless inbound / outbound consignments from the pickup point to the destination.

· Handling logistics operation liaising with shipping company & transporters, suppliers & customs officials, monitoring compliance to regulatory requirements and maintaining requisite export-import papers & documents to achieve seamless & cost effective transport solutions.

· Identifying and developing potential vendors/suppliers for achieving cost effective logistics services: achieving reduction in prices and timely delivery.

· Assessing performance of the vendors based on various criterions such as services provided timely delivery & credit terms etc.
· Providing inputs for the formulation of price tariffs. Overseeing the conduct of market surveys and analyzes results for facilitating decision making by the top management.

Team Management:

· Mentoring and developing the team members to ensure the operational efficiency.

· Identifying training needs across levels through mapping of skills required for particular positions and analysis of the existing level of competencies.

· Creating and maintaining a healthy & learning environment which ensuring creative & Operational development of the employees.
ORGANIZATIONAL HIGHLIGHTS 
Present Employment 

Professional Experience:

Senior Customer Service

APL LOGISTICS MIDDLE EAST LLC.

Dubai, UAE.

August 2010 - Present
 Logistics Functions & Client Relation Management
As a Team lead, Functionally responsible for the branch continue to be an asset - Handling various Key accounts & having involved operationally in these clients ADF ( AUSTRALIAN DEFENCE FORCE ) REEBOK , P&G  etc.. + ORIGIN NOMINATED EXP & IMP KEY CUSTOMERS.
Job Responsibilities:
· Managing and supervising a team of Logistics and Operation Department. Also motivating and encouraging the Logistics and Operation team towards achieving desired goal and maximum out come.
· Handling Shipment Operation and co-ordination with overseas suppliers.

· Interact with third party logistics service providers, clients and various other related agencies.
· Preparation and submission of Quotation and Rate comparison as and when required by the sales department. Also rates comparison on different mode of transport and deciding the best way to move shipment to mutually benefit the company and the client.

· Processing Global Accounts -Ocean-imports-exports shipments(Such Key accounts: ADF , REEBOK , P & G etc ...
· Coordinating shipments with Overseas to expedite shipments- resolving issues – requests.
· Experience working knowledge with overseas import-export - laws rules and regulations.
· Managing Ocean - imports - exports IFS & consolidation shipments.
· Processing shipments-Pacific, Europe, Asia, South East Asia, Far East Asia, South America, North America, Central America, Africa, as per rules and regulations.

· Planning, Controlling and Tracing the movement of Sea and Trucking shipments to GCC and other Countries through freight forwarding agencies.
· Co-ordinating warehouse activities to ensure smooth running of Logistics and Operation.
· Planning procedures, process implementation, performances metrics and to meet the goals and leads to generate high revenue for organization.
· Setting up of various routings of freight forwarding economical benefits both to the customers and to the company by making sure to reach the freight to final destination right on time.
· Keeping a check on all files ready for closing to ensure that they have the required paperwork in them to facilitate any further any reference of these files or audit.
· Planning and implementing the layouts of spread sheets which will facilitate immediate access to any records information of old and present shipment.

· Escalation and follow-up of cases requiring further action.

· Produce weekly reports to management.
· Work with the support team to ensure service level requirements are exceeded.

· Adhere to latest training and support standards and procedures.

· Achieve Performance objectives in all areas consistently.

· Negotiate with service providers regarding most economical Transportation costs.

· Communicate service issues to client and management with ability to resolve and follow through.

· Resolve problems concerning transportation, logistics systems, imports and exports.

· Manage and maintain ownership of assigned client accounts.

· Serving and developing a long term customer relationship and liaison. Working towards ensuring a strong bond with the client to ensure faith in our capabilities as their assigned freight forwarder, as well as maintaining a strong client relationship through timely updates on the passage of freight and timely shipment deliveries. Working towards having the client satisfaction to a level where we are considered at all times for any new assignment.

Previous Employment

Customer Service Representative

APL LOGISTICS INDIA Private Limited

Tuticorin, Tamil Nadu,  India.

From : August 2007 – To : July 2010
    Handled Key accounts operationally for these clients such as GAP, IKEA, HBI, Toys R US, Wear me, Marks & Spencer, Raymond Europe Ltd at Tuticorin.
Job Responsibility: 
· Scheduled International and Domestic Shipments

· Process Booking Orders / Forms / Applications and request.

· Receive shipments and ensure both quality and quantity

· Coordinating with Vendor / Customers & Carriers.

· Provide detailed shipment information on services to customers.

· Assist in tracking shipments and providing information to customers.

· Respond promptly to customers inquiries.

· Communicating with Carriers, Cargo Handling Agents, Co Loaders Etc

· Getting Booking Approvals, Approvals to Suppliers, Releasing Containers
· Vessel connection details and arrival information to customers

· Issuance of Bills of Lading/Delivery Orders to Customers

· Preparation of export/import manifest and customs related documents

· Preparation of ICD movements documents

· Clearing customer queries for shipments.
· Trace, track and expedite purchase processes.

· Create and maintain contact with vendors and customers to ensure timely delivery of goods.

· Collaborating with custom brokers, composing invoices, checks, collecting payments from related parties.
· Obtain and evaluate all relevant information to handle inquiries and complaints.

· Perform Customers verification.

· Keep records of customer interactions and Transactions.

· Record details of inquiries, comments and complaints.

· Record details of actions taken.

· Escalation and follow-up of cases requiring further action.

· Produce weekly reports to customers.
· Work with customers to ensure that contractual service expectations are exceeded.

Academic Credentials 

Master of Arts in Economics





                     

   2004 - 2006 

Tamil Nadu Open University, Tuticorin. India.     

H.S.C. (First Class) 




                                                           
   1991 - 1992
Holy Cross Anglo Indian Higher Secondary School, Tuticorin , India.
Achievements

Received State Rank in Tamil Nadu Open University Examination and received convocation and medal from governor in the year 2006.
Received Job Well Done Certificate & Service Award from Current Organization for the Outstanding Customer Service. 

Software Skills:  Operating System: Fully Proficient with MS Office / Packages: ACS123 and Billing, JCS & Familiar with APCA /Win 8, 8.1 & 10
