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RIYAZ.K

E-mail:riyaz.368973@2freemail.com
JOB OBJECTIVE

Seeking assignments in Export – Import Operations / Documentation in Shipping / Logistics / Warehouse  / Trading Industry.

SUMMARY  

· Over 6+ years of experience in Export Operations, Accounts, Documentation and Logistics.

· Proficiency in handling commercial documentation involved in export & import operations and coordinating with internal/external customers for running successful business operations

· Functional expertise in managing various formalities in shipping, documentation for clearing consignments & logistics

· Warehousing, Inventory handling & Distribution Management

· Exposure in handling freight and logistics operations, ensuring effective demand & supply planning and management to accomplish overall corporate objectives

CORE COMPETENCIES 

· Coordination with shipping lines, transporters, CHA’s & external agencies to achieve seamless & cost-effective transport solutions

· Administering clearing & forwarding, transportation, import, export, etc. 

· Adhering to formalities in documentation for clearance of consignments and logistics

· Handling the export / import operations and maintaining various documents for the same 

· Coordinating with destination agents to ensure smooth and cargo delivery on time.
ORGANIZATIONAL EXPERIENCE  

       OPERATION EXECUTIVE : FREIGHT REACH SERVICES LLC, DUBAI, UAE
       
Nov ’13- Present: 


       Highlights 

· Preparing Bill of Lading and Coordinate closely with the logistics/shipping Company/agents/ Transporters for scheduling and bookings Shipments to ensure smooth and timely cargo delivery.

· Negotiates freight rates with shipping lines as per the equipment requirements.

· Maintains Shipments records on ERP & providing tracking or shipping history information to customers on request. 

· Sent booking confirmation of the shipment as per customer’s request & arranging placement of empty container and arrangement of loaded container

· Ensured all the documents required for logistics activities from point of origin to point of consumption&  Submitting export declaration via Mirsal 2

· Sending Pre-Alert to the destination Office / agent after the vessel sail

· Placing equipment’s as per sales requirements & Submitting ED as per the Invoice with Dubai Trade via Mirsal 2
· Booking cost and Raising invoice 
· Responsible for other duties as assigned and as needed

ACCOUNTANT CUM OPERATION EXECUTIVE: ACTCO GULF FREIGHT LLC Dubai – U.A.E (from July 2007 to September 2011)
Highlights 

· Compile and Analyze information to prepare entries to accounts such as general ledger accounts and document business transaction

· Responsible for Purchase, Sales ledger Accounts, Petty Cash Expenses, Invoicing and Post as well as the administrative effectiveness and all aspects of daily operations of Customer Support

· Daily registration of Invoices, Credit Notes and Debit Notes

· Reconciling monthly cheque reports/ agents statements and issue of Payments

· Co-ordinate with Shipper/Consignee and Transporter for better service

· Proper updating of Vessel Details
· Sending Load List and B/L Details to Shipping Line
· Confirming OBL/ Preparing HBL/ Invoice & Packing List
· Coordinating with Agents and Branch Offices
· Tracing Containers & Cargos
· Preparing Reports on different aspects of business on weekly and monthly basis

· Provide presentable communication with clients and customers by providing them desired level of services in answering their queries

· Collaborate and asses in serving other Logistics Operations as desired and requested by higher level management

· Organize and coordinate the formalities regarding the clearing of Cargo or shipments at the Port

· Communicate with other departments including sales and marketing to effectively to plan and distribute the work load

· Follows procedures of reporting on performance, budgets and other reports required from time to time to the direct Manager

· Other duties as  assigned 

EDUCATIONAL DETAILS 

· Matriculation in the year 1999 (CBSE/INDIA)

· Higher Secondary in the year 2001(CBSE/INDIA)

· Bachelor of Commerce (B.Com) in the year 2004 (Calicut University/INDIA)
· MBA in Logistics and Supply Chain Management (Bharatiar University- India)
ADDITIONAL QUALIFICATION 

· Advanced Diploma in Manual & Computerized Accounting (Tally)

· U.A.E 4/W Driving License

LANGUAGES KNOWN 

ENGLISH, HINDI, MALAYALAM & ARABIC

IT SKILLS  

· MS Office

· Tally

· Photoshop & PageMaker

· Internet & Browsing
PERSONNEL PROFILE  

NAME 



RIYAZ.K

NATIONALITY
 

INDIAN

D.O.B 


              01/04/1983

MARTIAL STATUS 

MARRIED

PASSPORT NO


K7514209
VISA STATUS 


EMPLOYMENT 
