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	OBJECTIVE

	
	Seeking to build a career in a progressive and competitive environment whereby my knowledge can be fully utilized to best serve the Organization, thereby achieving the overall objective of the Company.

	WORK EXPERIENCE

	
	· Worked at Fighting Manufaturing., a leading Fire Fighting Materilas Manufacturing Company in Jebel Ali Freezone, Dubai as an ‘Dispatch Co -ordinator (Adminisration)’ since Aug 2008 till Sept 2014  (06 years).
  Job responsibilities: 

· Register all the enquiries and customers’ requirements.
· Preparation of Quotations and Proforma Invoices.
· Attend all the queries and customer complaints.
· Follow up on quotations / Proforma Invoices and update the customer as per their queries.
· Acknowledge of orders to customers with delivery schedules after verification of prices and availability with warehouse.

· Confirmed Order to be forwarded to Warehouse/Logistic Department.

· Follow-up with Sales Administration for material dispatch.

· Follow up the payment with customers as per agreed terms.

· Inform customers on details of dispatched order.

· Preparation of daily activity reports, Test Report, Samples, Project Submittals.

· Maintaining the Data of Customers.

· Ensure customer satisfaction and thereby improve sales volume. Update Stock Report 
· Plan the stock to be shipped
· Strong experienced in Import and Export Procedure and documentation.

· Expertise in Mirsal 1 &  Mirsal 2 (Import Bill Declaration,  e-Gate Pass, e-Token, DP World Payment)  and Duty Exemption Application online with Ministry of Finance and Industry e-Services.)

· Competence in Jebel Ali Customs and documents procedures.

· Proficiency in ERP System Oracle and Microsoft Office such as Excel, Word, Power point , Access and Outlook.

· Quality writing and Communication skills.

· Strong ability to multi-task under pressure.

· Preparing Export Documents to expedite the Exports to GCC & Other countries
· Worked at Hasan Hajee & Co.,Mangalore a leading Stevedores, C&F Agents, Custom House Agents, Handling & Transport Contractors Company in Mangalore, as an ‘Shipping Co-ordinator (Adminisration)’ since September 2004 till March 2008 (03 years).
Job responsibilities: 

· Handling of Export/Import procedures, such as filing documents with Port/Customs Authority.

· Preparation and maintainance of Shipping / Export - Import Documents such as Preparation of Invoice & Packing List, Bill of Lading, Correspondence Letters, Quotations etc.

· Correspondence through E-mail etc.

· SHOLITES,The Entertainment Agency,Mangalore[Firm engaged in organizing stage shows, road shows,seminars and many other entertainment programmes] January 2002-to date.

        Job responsibilities: Working as a Event Manager and was responsible for co -ordinating, 

         implementing the ideas and organizing the events in and around Karnataka.
· Working at Asian Plywoods., a Plywood Company Manufacturing Plywoods, BlockBoards & Flushdoors in Mangalore, as an ‘Accountant ’ since March 2008 till July 2008.


	educational qualification


Related Coursework

Advanced Marketing, International Marketing Management, Service Marketing, Advertising, Human Resource Management, Financial Management, Management & Information System, Advanced Accountancy, Advanced Auditing & Company Law.

	COMPUTER SKILLS   

Skilled with Windows 2000, XP, Accounting Tally 9, Oracle applications, MS office (Word, Powerpoint, Excel, Internet Skills)

Skilled with Video editing software such as Swiss, Swiss Max,Ulead video studio 6,7,8 versions,Pinacle Studio 8 & Vcd Cutter And Sound ( music) editing software such as Sound Forge, Acid Pro. Etc.

	Personal details

       Contact Number
           :     050 8427260
Nationality



:
Indian

Sex





:
Male

Religion




:
Islam

Marital Status


      :
Single

 Languages Can Speak
      :
English, Hindi, Kannada, Malayalam, Tamil, Tulu
 Languages Can Write

:
English, Hindi, Kannada,Arabic.
 Languages Can Read
      :
English, Hindi, Kannada, Arabic.

 Current Visa Status

:
Visit
PASSPORT  details

      Place of Issue                    :     Bangalore    
Interests

	Learning new skills ; Facing challenges and overcoming those successfully ; Tech savvy, Music ; Reading ; Computers ; Playing - Cricket, Football ; Athletics,  Video Editing, Music editing & Disc Jockey ( Dj).


	personal achievements  

· Audio visual advertisement for Ocean Kids Dance Troupe, Mangalore.

· Audio visual advertisement for Mangalore Excellent dance Academy, Mangalore.

· Done an Video Album Named “ Vande Mataram ” Released on 15th August 2004

             Telecasted in Prime Time & OCN Channel (Local Television Channels).

· Editing songs and videos for Dance Troupes such as Ocean Kids Dance 

       Troupe & Mangalore Excellent dance Academy, Mangalore.

· ‘Dj’ ing at PrivateParties and at Colleges in and around Mangalore and in Kerala.
· ‘Dj’ ing for every New Year at Cochin (Taj Malabar, Elephant Court Thekkady , Bolgatty Palace, Taj Residency.






May-1999 Onwards                                          Bharti Mobile	                                       Bangalore, INDIA
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2003                  BBM    Mangalore University          S D M College of BBM, Mangalore.              


2000                  PUC     P.U.Board,Karnataka          Milagres College, Mangalore.      


1998                  SSLC    SSLC.Board, Karnataka.     S.V.S English Medium School, Bantwal.  
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