Ansh 

	
Logistics Coordinator / Project Coordinator
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	PROFILE SYNOPSIS 

	Highly competent, dynamic and goal-oriented professional offering formal education, valuable training, skills, and attributes for a rewarding role in domains of Logistic Coordinator, and Project Coordinator. Possess sound knowledge of various procedures & practices related to Supply Chain, Purchasing, Logistics Operation, Strategic Sourcing, Import/Export, Storekeeping, Transportation, General Administration, and Vendor-client relations. Acquired the ability to perform various coordinating tasks, such as organizing all types of projects, from simple activities to more complex plans, maintaining project documentation, and handling financial queries. Well-organized team player with excellent planning, problem-solving, decision-making, organization, coordination, communication, and interpersonal skills; Seeking for full-time employment where I can pursue my career; utilize my experience and qualifications, and to deliver a worthwhile and a valuable contribution to any organization which I will be employed.


	STRENGTHS & SKILLS

	

	· Accomplished M.Sc. in Engineering Management
· Excellent Planning, Organizing and Time management
· Technically astute with AutoCAD & MS Office Package
· Exemplary Analytical and Problem-solving skills
· Excellent communication and presentation skills
	· Competency in Logistics Coodination/Project Management
· Perceptive in Logistics Operations and Supply Chain
· Client-Vendor-Supplier Relationship Management
· Ability to handle multi-task and meet tight deadlines
· Self-starter-quick learner-flexible personality


	EDUCATIONAL QUALIFICATION

	· M.Sc. Engineering Management – Middlesex University, UK                                                                   2019 – 2020
· B.Tech in Automobile Engineering




                                                 2015 – 2019

Indus Institute of Technology & Engineering, Ahmedabad, India


	WORK EXPERIENCE 


· Customer Service –Insurance Brokers in Dubai




                       2019 – Present
	CORE COMPETENCY


	Logistics Coordinator
· Responsible for providing proactive and excellent customer service to all accounts, assisting with scheduling inbound and outbound shipments with customer’s carrier’s (including LTL and TL shipments) if applicable, and managing all customer’s invoices and billing documents.

· Address underlying customer’s administrative, shipping, and storage needs by managing their accounts via the Company Warehouse Management System (WMS).

· Help implement company quality, safety, and customer Standard Operating Procedures (SOP’s.). 

· Coordinate with vendors, sales staff, and customer service representatives, billing representatives, warehouses, and shippers, as needed. 

· Process all customer orders into the WMS & provide proactive customer service support for all accounts.

· Generate all related paperwork and necessary information required for customer shipments, check all orders for special requests, and post inventory records.

· Coordinate special, last-minute shipping requests with the Transportation and Operations Departments, expediting any order as necessary, and billing accordingly.

· Maintain excellent working relationships with customers by responding to all inquiries and complaints concerning work orders, invoices, shipments, inventory counts, etc., in a courteous and efficient manner.
Project Coordinator
· Administer and organize all types of projects, from simple activities to more complex plans.

· Act as the point of contact and communicate project status to all participants.
· Work closely with the Project Manager to prepare comprehensive action plans, including resources, timeframes, and budgets for projects.

· Perform various coordinating tasks, such as schedule and risk management, along with administrative duties, such as maintaining project documentation and handling financial queries.

· Ensure that all projects are completed on time, within budget and meet high quality standards.

· Coordinate project management activities, resources, equipment, and information. Break projects into doable actions and set timeframes.

· Liaise with clients to identify and define requirements, scope, and objectives. Assign tasks to internal teams and assist with schedule management.
· Issue all appropriate legal paperwork (e.g. contracts and terms of the agreement). Create and maintain comprehensive project documentation, plans, and reports.
PROVEN JOB ROLE
Customer Service Executive

· Acted as the first point of contact between the clients and the insurance company to provide the best coverage to the clients. Handled the insurance renewals as well as assisting in implementing new policies.
· Interacted with customers to provide information in response to inquiries about products and services and to handle and resolve complaints.
· Reviewed a customer’s policy and direct calls to sales agents when a policy needs to be initiated or upgraded.
· Provided customers with detailed information about policies and products.

	

	UNIVERSITY PROJECT / AFFILIATION



· 3 wheeled electric vehicles and 2 papers published in University.
· Member in the Society of Automotive Engineers.
	IT SKILLS


· Astute in AutoCAD and PTL software

· Proficient in MS Office application (Word, Excel, PowerPoint, Email applications & Internet).
	PERSONAL DETAILS




Nationality
:
India
Date of Birth
:
30th May 1997
Visa Status
:
Father Sponsorship
Marital Status
:
Single
Languages
:
English, Hindi, Gujarati, Malayalam
References
:
Available Upon Request
Personal Contact:                 ansh-398298@2freemail.com 
Reference              :               Mr. Anup P Bhatia, HR Consultant, Gulfjobseeker.com 0504973598

I am available for an interview online through this Zoom Link https://zoom.us/j/4532401292?pwd=SUlYVEdSeEpGaWN6ZndUaGEzK0FjUT09 
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