	Curriculum Vitae 



	NAME
	AARTHI

	DATE OF BIRTH & AGE
	2nd October 1980 - 37 Years

	
	

	EDUCATIONAL QUALIFICATION


	

	· B.COM -  University of Madras
· Typing – English lower
      

	Email ID

Artihi.381311@2freemail.com 


Specialisation & Career Objectives

· Rich experience including Import & Export Documentations, Procedures, IE Code, LCs etc
· Administrative work like ticket booking and AMCs for Office equipments
· Strong interpersonal and people leadership skills

· Ability to interact effectively with the executive management team

· Good Analytical & communication skills

Experience & strong point:

1. Twenty years of sound experience in the above fields.  

2. Good communication skills

References :
Can be provided on request


Extra Curricular Activities:


Previous Experience:

	Name of the Organization
	A.R. Associates (EXIM Consultants), West Mambalam, Chennai.India 

	Period
	1998 – May 2003

	Years of Experience
	5 years

	Job Handled
	Liasioning Work with JDGFT, Chennai, India

	
	Obtaining I. E. Code Number

	
	Obtaining Advance licence and its redemption (EODC), DEPB, EPCG Licence, Export House Certificates, etc.

	
	Preparing all the documentation work for the above said works.




Present Employment:
	Name of the Organization
	Madras Hydraulic Hose Private Limited, Chetpet, Chennai.  INDIA

	Period
	May 2003 till date

	Years of Experience
	7 years – Regular; 2  yrs – Through Internet
Again Rejoined MHH in May 2013, worked till April 11th, 2018

	Job Handled
	Complete Export - Import documentation work

	
	Negotiation with bankers and related bank works for EXIM including

      Export bills including L/C bills

      Import bills

      Foreign - Import L/C Establishment

      Forward cover with related documents

	
	Complete - Overseas correspondence 

      Price quotation, order follow-up, despatch info until delivery

      Payments follow-up, Export-Insurance coverage works

	
	Administrative work

      AMC Follow up - Computer, Xerox & EPABX, A/C

      Follow up with Windmill people and arrange payments

	
	Personal Assistant to our Vice Chairman

    Booking/Arranging Flight and train Ticket booking though internet and through agents,

    Making Hotel Booking Arrangement for the foreign visitors
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