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	Name
	Shazia 
	DOB
	05th July 1986

	
	
	UAE Driving License
	Yes

	Email
	Shazia.79664@2freemail.com 
	Marital status
	Married

	Nationality
	Pakistani
	Visa Status
	Husband visa


 
Career Objective

To enhance professional skills in directing logistic operations, employ good operational systems to advance efficiencies in the company and meet customer requirements by using communication and negotiating assets and correlation building skills.
Professional Experience

AGILITY GLOBAL LOGISTICS FZE as Client Service Representative – 9th Nov, 2008 – 29th Feb, 2012

Key contributions
· Organization and supervision of the supply chain processes ensuring timely and quality provision of supplies to the clients
· To update KPIs / tracker to maintain daily shipments and compiling detailed reports for monthly basis overview
· Responsible for planning and controlling shipment forecasts by supplier based on market demands and lead time through air, ocean or road
· Process necessary import and export documentation based on logistics INCO terms, LC shipments and UCP 600 for inbound and outbound shipments
· Undertake annual stock and inventory checks
· Planning and scheduling of outbound shipments analyzing the cost of logistics related expenses, hence routing the shipment in the most economical way

· Handle queries and respond appropriately to telephone calls and emails

· Communicate with multiple internal departments documentation, sea / air freight forwarding, pricing desk and transportation to deliver effective service
· Follow up with shipping lines after receiving Bill of Lading to estimate the arrival of inbound shipment in warehouse and send Receiving Tally Sheet to customer after goods are received in warehouse and stored in system

· Negotiate rates with suppliers, freight forwarders and transportation for profitable rates
· Close follow up with the internal departments and clearing agents or freight forwarders to ensure timely and smooth movement of supply
· To ensure timely closure and submission of job files to finance for billing
Areas of expertise

· Import / Export shipping documentation

· Logistics INCO terms
· UCP 600

· FCL and LCL truck and container type load
· LC shipments
· Handling of temperature controlled goods like pharmaceutical products
Major Achievement
· Promoted as a Team Leader proving teamwork skills in a challenging environment and managing a team of client service executives, conducting trainings and resolving shipment related issues.
· Opportunity offered to work with one of the leading pharmaceutical industry after successive completion of monthly target shipments, therefore, meeting client satisfaction and business needs. 
Work overview:- 
Inbound shipments

· Collection of exchange BLs and delivery orders once shipments arrived at the port to avoid incurring demurrage costs.

· Verifying details on the supplier invoice, packing list, country of origin, AWB / BLs and other related documents pertaining to the shipment.
· Monitoring the estimated arrival of shipment on timely basis and arranging documents to avoid any delay in custom clearance from port.
· Arranging transportation as per the shipment volume
· Forward the receipt confirmation to client once the complete shipment is received in system and reporting discrepancies, if any.
Outbound shipments

· Creating and allocating order in system to pick / pack shipments and ready for dispatch.

· Prepare appropriate shipping documentation invoice, packing list, delivery advice, chamber of commerce, legalization and relevant inspections, if required, is arranged for every shipment before dispatch. 

· Processing custom bill for the shipment as per the custom rules

· Liaising with airlines / shipping lines / forwarders / courier and arranging transportation for dispatch

· Sending pre alerts and relevant documents to customer with complete shipment details for pre clearance arrangements at the destination
· Ensuring timely delivery of consignments to local customers

Education

· B.Sc. Honors in Computer Science

Punjab University College of Information Technology, Lahore-Pakistan
      2004-2008
· Higher Secondary School Certificate, ICS (Computer Science)
Pakistan Education Academy, Dubai-UAE
2002 – 2004

· Secondary School Certificate, Matriculation

Pakistan Education Academy, Dubai-UAE
2000 – 2002
Trainings

· GDP (Goods Distribution Practice)

A training course held for operation staff handling pharmaceutical clients providing guidelines for the proper distribution of medicinal products
· BCP (Business Continuity Plan)

A training course conducted to understand continuation of operations under adverse conditions that include local events like building fires, theft, and vandalism, regional incidents like earthquakes and floods, and incidents like pandemic illnesses.
· Ethics & Compliance On-Line Training Courses

An online training course for better understanding of Agility Code and our responsibility for ethical behavior as an employee
Certifications
· DG Certified from Emirates Aviation College
Attended a five day course of Dangerous Goods training, from 16th May till 20th May, and licensed
· Logistics and Supply chain Management course from Zabeel Institute
Certified and attested from Ministry of Education, attended a two month course

Computer Skills
· ERP`s Known: Exceed 4000 Version 6 
· Strong knowledge on SAP 
· Operating Systems: DOS, Windows XP, Microsoft Office Suite (Word, Excel, PowerPoint, Outlook), Adobe

Personality traits

· Excellent and well–seasoned communication and negotiation skills

· Strong interpersonal, customer building relationship and presentation skills

· Flexible and patience to handle and work under pressure
· Problem solving skills and decision making ability

· Procedural mindset along with organizational skills

· Computer literate and ability to adapt software applications 

· Analytical skills

· Quick learner
References: Will be pleased to furnish on request
