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Academic Qualifications











MBA in Logistics and Marketing


Diploma in Logistics and Supply Chain Management 


Bachelor of Science in Mathematics from University of Kerala


+2 Computer Science from CBSE














Technical / Software Skills





Certificate in Typewriting and Computer Word Processing.


Working Platforms – MS Office (MS-Word, MS-Excel & Power Point), SPSS, Adobe Photoshop and Lightroom, Internet & E-mail.








AKHIL 





Dubai – UAE. 


 Mobile: Whatsapp +971504753686 / +919979971283


Email: � HYPERLINK "mailto:akhil.376097@2freemail.com" �akhil.376097@2freemail.com� 





Areas of Expertise





Office procedures


Diary management


Import / export


Warehouse management


Secretarial assistance








Marketing / Sales


Customer service


Logistics expert


Air Cargo handling


Document Control








Profile





Special Abilities





A highly resourceful, flexible, innovative and enthusiastic individual who possesses a considerable amount of knowledge regarding logistics, sales and administrative office procedures. A quick learner who can absorb new ideas and a beginner in coordinating, planning and organizing a wide range of administration activities





Comprehensive knowledge of Logistics and supply chain


Conducting research on behalf of managers


Excellent skills in Microsoft word, outlook, Excel and Photoshop


Familiar with filing systems


Able to work as part of a team








Internship & Learning





A Project on “Effectiveness of Air Cargo Handling” at Trivandrum International Airport which facilitated me to familiarize methodologies used in Import and Export of Air Cargo, Warehouse Management, Documentations and Customs procedures.








Personal Details





Nationality / Gender	: Indian /Male


Place of Issue	: Trivandrum


Visa Status	: Visit Visa


Visa Expiry 	: 29th March 2018


Languages known 	:	English, Hindi & Malayalam


Date of Birth	: 20th Sept 1993


Marital Status	: Single	 











Achievements





Being a sports enthusiast, loves to play badminton, football, cricket and other games too, learned to discipline myself, better team co-ordination and decision making.


Represented Amity Kochi in University Sports held at Delhi.


Secured 1st position in badminton singles and doubles tournament of AGBS Kochi.


Was an active member of Media Club at Sree Narayana College and conducted photography exhibitions.


Volunteered IDBI Federal Spice Coast Marathon 2016.
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Professional Experience

















Duration					:	June 2017 to December 2017 


Company				:	M/s. Zerocool Interactive Private Ltd.


Position Held				:	Business Development Executive  








Duties and Responsibilities





Logistics


Represent the organization in a responsible and professional manner.


Administer the incoming and outgoing logistics requirements for the company.


Ensure accurate input of details in relation to the various paperwork systems for the import and export of goods for the company.


Responsible for the producing and collating invoices, shipping and transport paperwork.


Maintain filing systems of all incoming and outgoing paperwork, and archiving these details in accordance with local requirements.


Liaison with the various transport and packaging companies to ensure that items are adequately packaged to meet customer and legislative requirements.


Responsible for expediting company goods and materials from the various locations globally.


Handling inquiries in Logistics related matters from other members of staff.


Ensure that high standards of housekeeping are maintained in the logistics department.


Report all accidents, incident and hazardous situations a Supervisor.�


Sales & Marketing


Make contact and sales: by telephoning, meeting or attending relevant events/seminars in order to make contact with Potential Clients





Market study to identify potential Clients and generate new sales leads.





Deal with incoming queries effectively and provide responses within very limited period.





Prepare and plan day in order to make efficient use of sales time





Achieve daily minimum performance criteria / Identifying areas for expansion and development.





Expand business network through appointment of new Clients and motivating existing clients.





Build and maintain long lasting relationship with customers; 


Administration


Providing secretarial services such as minutes taking and diary management.


Ensure office procedures and systems operate efficiently.


Scanning and copying contracts, notes and other documents.


Assist BDM with sourcing and distribution of leads


Follow up on general enquiries


Telesales of existing and new enquiries.


Data entry of all relevant information on database.


Recording of agreements in/out, adding all new sites onto membership database.


Maintaining electronic and hard copy filing system


Checking stationery levels and ordering new supplies.



























































































































































