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RESUME

SWATHY 
Email:  swathy.373857@2freemail.com 
Career Objective

Looking forward to associate, hard work and commitment with an organization which progress dynamically, which gives me a chance to enhance my knowledge, where my interpersonal skills can be best utilized in favor of the organization by being a key and an effective team player for long time. 

WORK EXPERIENCE: 

· Ahlers India Pvt. Ltd. Ernakulum. (24/10/2016 – 20/04/2017)
Customer Service & Documentation  
· Dart Global Logistics Pvt. Ltd. (05/10/2015 – 30/09/2016)
Customer Service & Documentation  
· NYK Line (India) Pvt. Ltd. (01/10/2013 – 30/09/2015)

Documentation Assistant (Import & Export)  
Job Profiles:
IMPORT.
· Sending cargo arrival notice for Import Cargo.

· Preparing Import general manifest / Import advance list.
· Preparation of Import delivery order and no objection certificate.
· Contacting customer for container freight station movements and arrange container shifting to container freight station. 

· Follow up with customers (via mail, phone and registered letter) and taking appropriate actions for unclear cargo.

· Liaising with origin office for free time, original bill of lading surrender and clearing of cargo within free time.

· Monitoring detention and storage and 100% collection of detention & storage amounts.

· Preparing full and final invoice for Import cargo.
· Collection and deposit receipt updating to principal.

· Request for Proforma Invoices from Overseas Suppliers.

· Processing of Overseas Purchase orders and Preparation of Letters of Credit.
· Placing of orders with Suppliers from overseas.
EXPORT.

· Create export booking and release to customer.

· Container linking and preparing vessel schedule.

· Dealing with customers for their queries and assisting them.

· Customer profile code updating and rate filing in system.

· Sending trans-shipment loading confirmation to shipper.

· Assisting in booking creation, for Mangalore, Coimbatore, Cochin, Jebel Ali, Dammam and Sohar shipment.
· Corresponding with transship and overseas office for early arrival of cargo at destination.
· Brokerage disbursement to customer for monthly shipments.
· Payment and receipt updating to customer.
· Preparing Export advance list.
· Monitoring of the shipments to ensure the compliance of regulations. 

· Maintenance of customer relations and participation in the organization's sales activities.
Educational Qualification
· MBA in Logistics and supply chain management, Bharathiar University.

· Diploma in FIATA Cargo Introductory Course.

· Post Graduate Diploma in Shipping and Logistics Management, Bharath Sevak Samaj.
· Graduation in B.Com Tourism and Travel Management from Kerala University.
· Higher Secondary from State Board of Kerala.
· S.S.L.C from State Board of Kerala.
 Achievements
· Co-ordinate Tourist Expo in college level.

· Participated in Music competitions in school level and college level.

· Demonstrated skills in facing the pressure in work field operations and well versed with taking up new challenges and leading change.

· Performed with indefinable enthusiasm, commitment and dedication towards job. 
Strengths:
· Sound leadership skills & Team Player with strong communication.

· Multitasking ability, sound planning, convincing personality cum natural authority.

· Quick starter and performer with organized approach needing zero guidance.

· Highly self-Motivated, Flexible, ability to work under pressure and a prevail
attitude.
· Good people management and potential to grow into the next higher position.
Other Skills

Reporting Skills, Maintaining Files, Dependability, Organization, Scheduling, Confidentiality, Independence, Orienting Employees, Verbal Communication, Analyzing Information , Professionalism, Informing Others, Data Entry Skills, Managing Processes, Customer Focus, General Consulting Skills, Decision Making, Problem Solving, Customer Service, Product Knowledge, Quality Focus,  Documentation Skills, Listening, Phone Skills, Resolving Conflict, Teamwork.
· Microsoft Office Skills, Excellent browsing skills on various subjects & Tally   
Personal Profile
Visa Status


:

Tourist Visa 
Visa Expiry                         :                     17/11/2017
Nationality


:

Indian.
Marital Status

:           
Married.

Languages Known

:

English, Hindi, Malayalam & Tamil.
Declaration

I hereby declare that all statements mentioned above is correct to my knowledge and belief, I also understand that my selection is binding by the company’s rules & regulations.

