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Salomy 

Email: salomy.375224@2freemail.com                                                                                                                                         _______________________________________________________________
OBJECTIVE:  
A skilled and a diligent sales coordinator/customer service executive with knowledge of handling multiple tasks at once. Experienced in planning and coordinating sales activities in different organizations. Seeking a challenging position to utilize my skills and knowledge in the mentioned field

WORK EXPERIENCE

Working as a Sales Coordinator & Customer Service Executive at Classic cargo services LLC, Dubai. Since Sep 2015 to Oct 2017.

Worked as a Customer Service Executive & Sales Coordinator at Trium Logistics LLC, Dubai. Since Nov 2008 to July 2015.
Trium Logistics LLC is recognized as one of the leading freight forwarders of the United Arab Emirates.

	STRENGTHS



	· Holds 09 years professional experience
	

	· Strong customer service orientation
	

	· Excellent analytical-problem solving skills 
	       

	· Receptive, self-starter & multitasker
	

	· Can work independently or within a  team
	


· Discrete in handling confidential matters
· Administration & coordination skills
JOB RESPONSIBILITIES: 

· Handling of all import/export/transshipment cargos (Air, Sea & Land).
· Co-ordination with Airlines and shipping lines, negotiating freight rates, booking of space.
· Corresponding with overseas Agents through emails /telephone calls for pre-alerts of shipments by Air and Sea.

· Correspondence with the Agents for sea and air Import export and cross trade shipments.
· Handing all the C&F clearing shipments and delivery to customer’s door.

· Taking inquiries and Coordinating with the clients. 

· Sending Quotations. 
· Develop and maintain a healthy relationship with internal and external customers, facilitate the growth of existing accounts.
· Make sure shipments are properly coordinated from origin to final destination and reminders are sent to clients for their information.
· Arranging transportation for the import and export for Air & Sea shipments.

· Handling Customer files and maintaining records in order.
· Maintaining Standing Guarantee balance and CDR balance.
· Updating day today changes of shipment prices to the customers and keeping them well informed about the amended rates in the present market.  

· Brief knowledge of E-mirsal II
· Opening a job file for each shipment, coordinate ETA with the shipping line, check all charges based on the quotations or agreed rates, and provide pre-alert and status of their shipments.
· Preparing & dispatching Invoices of all jobs closed and make sure all documents are properly saved for back up purposes.
· Sending arrival notices to customers.
· Handling day-to-day correspondences, attending phones, faxes and keeping a track.
· Maintaining aging report of the Customers and thereby follow up of the due & overdue payments from the customers. 
· Greeting all walk in customers promptly and delivering “friendly and attentive service.
Previous Experience:

· Worked as Customer Service Executive in Airtel Regional Office, Mangalore,

India from 04 th Nov 2007 to March 2008.

· Worked as Computer Faculty in Vaps Techno Soft Pt., Ltd, at Bangalore, India from 05th November 2005 to 25th October 2007.

· Worked as office coordinator in Globe Link at Kankanady, Mangalore, India, from 05th Sep 2004 to 28th Oct 2005.
EDUCATIONAL QUALIFICATIONS

B.A. from Mangalore University.

TECHNICAL QUALIFICATIONS:

· Course in DCA (Diploma in computer application, in A.R. computers.)
· DFA (Diploma in Financial Accounting, in A.R. computers)
COMPUTER SKILLS:
Operating System 


:
Windows 95, 98,







Windows XP.

Packages                                   
:        
MS Office 2007

PERSONAL DETAILS:

Date of Birth



:
09-12-1981.
Nationality



:
Indian
Sex




:
Female
Marital Status


          
:
Married

Languages Known
:
English, Hindi, Malayalam, Tamil, Kannada,              
Konkani and Tulu. 

PASSPORT DETAILS:  

Date of Issue



:         17-07-2017
Date of expiry                                :        25-07-2027
Place of Issue


          
:         Dubai
Visa status                                    :         Visit Visa
Expected Salary all-inclusive of AED 8000.00 (Negotiable)

I hereby declare that the foregoing information is true and correct to the best of my knowledge and that I have not concealed any information, which might reasonably be expected to affect my suitability for this job.
Salomy.
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