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 Customer service / operations management
Synopsis:
· Self-motivated and accomplished professional with 2 years in administration. 
· Advanced skills in customer service skills, sales, daily office activities, administration, new product development, relationship development, staff training and resource management.
· Multi-tasking individual, adroit in working as a team player and working independently and performing under pressure and critical scenario. 

· An efficient communicator combining sound coordination, interpersonal & problem solving skills with analytical & leadership capabilities to enhance operational efficiency.
Accounts:
· Maintaining statutory books of accounts, viz., journals, ledgers, and subsidiaries, in compliance with time and

Accuracy norms.

· Presenting a true and fair view of the financial position of the company by preparing financial statements, viz.,

P&L account, Balance Sheet.

Work Experience▼                            Seaport lines India Pvt. Ltd.                                      Chennai, India
Duration
:
Oct 2015 – Till date
Position 
:
Operation, Customs related & Sales executive

Kept close correspondent & coordination with employs station on air & on ground for the shift & efficient deliver of cargo.

Recorded shipping details and made follow ups with contacts recoding the states of the cargo & made special arrangement. 

Has ability to supervise the staff and assist operation for the entire department.

Follow-up schedules and maintain efficient of transportation of cargo.

· I have done customs work for registration STEAMER AGENCY REGISTRATION for KPCT (Krishnapatnam Customs House) & Running Bond for KATTUPALLI PORT.
· All document work was done by myself with coordinating with Customs officer and Suppredent of customs at Vijayawada.

· Also done Tele phone marketing and took booking for import shipment around 20 x 20 per month  
· Receiving document from varies agent, Creating JC accordingly. By follow up Filling IAL & IGM once received advice from slot operator to various Discharge Port as per transit (Road or Train) on time and also Submitting Vessel Application to the customs.
· Sending CAN copy to the customer & also providing DO charges as per load port advice to the customer.
· Follow up the container by tracking CCTL & CITPL until reaches CFS. To avoid port storage charges if it’s Bangalore Shipment follow up on CONCOR Website until reaches Bangalore. 
· Once customer request us for DO will provide Invoice, Receipt, DO & Empty return.
· Follow up the container until it reaches our empty Yard (SRI CONTAINER) look for survey 
· If we find any damage on container, should send Damage estimate to the consignee and ask for join survey.
· If their accepted the damage then we will detect the amount on security deposit charges as per estimate and provide final invoice to the customer and release Refund amount to customer. 
· Monthly 150 to 200 container volume.
· I was involved in field marketing for new clients and achieve the targets consistently.
· Follows up daily office activities. 
· Maintain good customer services through follow up on daily basis. 
Work Experience▼                            Wavanna Logistics Pvt. Ltd.                                      Chennai, India
Duration
:
Feb 2014 – Feb 2015
Position 
:
Operation & Sales executive

Kept close correspondent & coordination with employs station on air & on ground for the shift & efficient deliver of cargo.

Recorded shipping details and made follow ups with contacts recoding the states of the cargo & made special arrangement. 

Has ability to supervise the staff and assist operation for the entire department.

Follow-up schedules and maintain efficient of transportation of cargo.

· Look after customer related queries & providing them good services on time management. Regards to booking, shipping instruction and also with collecting BL, releasing D/o with all documentation.
· I was involved in field marketing for new clients and achieve the targets consistently.
· Follows up daily office activities. 
· I was also involved in providing the customer with quotation on their shipment.
· Maintain good customer services through follow up on daily basis. 
Work Experience ▼        M/s. International Link Shipping & Forwarding Services                       Jeddah, Saudi Arabia                                   
Duration
:
 Nov 2012 – Nov 2013
Position 
:
Export documentation 

· Look for customer related queries & providing them good services on time manner. In order to that we have to court best rate with the service from shipping liners for customer satisfaction.  

· Communicating with customers for booking container for loading & book the container in suitable shipping line according to the best rates with good services. 
· Follow up with customer to get container number to submit shipping instruction by planning the vessel in order to receive manifest from shipping line 
· Once we receive the manifest will be sent to custom broker for clearances  

· Follow up for container inside the port, x-ray, scanning, Bayan printing, custom clearance until get OK TO LODE(in order to load on particular Vessel) from the port.
· Follow up with shipping line until container reached at destination. Meanwhile the information should be passed to the customers. 

· Before the vessel sail on destination the shipping Invoice should be getting in order to get the BL draft to confirm original or telex release.  
· Will be sending the MBL (master bill of loading) to the destination in order to print HBL (house bill of loading) 
Correspondence Shipping lines: Maersk Line, Hapag Lioyd, NYK, UACS, EverGreen, SMC Hondai.
Work Experience▼                            M/s. Belgium Consulate                                      Chennai, India
Duration
:
Nov 2011- June 2012
Position 
:
Personal Secretary of Belgium Commisnor Mrs. Kathaline

Role & responsibilities

· Checking of daily schedule and appointment of Mrs. Kathaline.

· Listing of telecom, advertising, PRESS and TOP IT companies  from Chennai, Bangalore and Hyderabad 
· Inviting top IT Director to the meeting, which is conducted by the company called Raincoad and Bluetalk.
· Inviting top Belgium IT directors to INDIA for meeting at Chennai, Bangalore and Hyderabad with the seminar of Belgium IT director on the in charge of Nasscom and Mrs. Kathaline.  
· Scheduling the meeting on behalf of Belgium Trade Mission to setup their company at Belgium to export their work from Chennai, Bangalore and Hyderabad.
Achievements:

· Provided quality service delivery as per customers’ requirements.

· Successfully provided service.
Work Experience▼                             M/s. Motilal Oswal Securities Ltd                             Chennai, India
Duration
:  Feb 2011- April 2011

Position 
:  Financial Performances and the growth of Motilal Oswal Securities (Worked as an internship)

Role & responsibilities
· Listing of marketing & sales of last 5 years to find the growth and give suggestion about the company’s growth for future.
· Checking Ratio Analysis Cash Budget to forecast the company growth for past 5 years.
· Profit & loss and Balance sheet to get an accurate figure for the company growth.

· Given a Suggestion about the company’s growth for future.

· Given a Viva presentation on my Project for company growth of Mothilal Oswal Securities LTD..,
Achievements:
· Achieved distention on my project.
Academics
· MBA (Logistics & Management) Week end class at Alagappa University (Jan 2014- Feb 2016)
· BBA (Business Administration), Hindustan College of Arts & Science, University of Madras (2008-2011)

· H.Sc, NN Matriculation Hr. Sec School, Chennai. (2006-2007)

· S.S.L.C., NN Matriculation Hr. Sec School, Chennai. (2004-2005) 

Personal Particulars
· Date of Birth: 27th November 1988
· IT Skills: Microsoft Office (Word, Excel and PowerPoint, MS Windows98, 2000, Windows XP, Windows 7)

Microsoft Access, Microsoft Excel
· Languages: English, Tamil.

· INDIAN Driving licence: 4 wheeler / 2 wheeler.

· Passport No: J0861601
Training & Seminar:

· Attended personality development seminar in Hindustan College of Arts and Science, Chennai.
· Training in Mothilal Oswal Security LTD.
· Presented seminars on various subjects related to commerce and Business entrepreneurs.
· Industrial visits to:       

PARLE-G PVT, LTD, Chennai
MADRAS PORT, Chennai

FORD INDIA PVT> LTD< Chennai
Extra Curricular Activities:
· Dancing, Acting and Dramatics.
· Sports activities- Table-Tennis, Football (state level), swimming (State level), Basket Ball (inter division), Athletics (inter division).
Declaration:


I declare that the details furnished above are true to the best of my knowledge.
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