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· OBJECTIVE:





    Intend to have an established career with leading corporate of hi-tech environment with committed and dedicated people, which will help me to explore myself fully and realize my potential. I am willing to work as a key player in a challenging and professional environment.


· PROFESSIONAL EXPERIENCE

1.
JACKY’s GULF FZE in Logistics:
5 years of Working Experience as an Office Supervisor in Jacky’s from 2006 to present.
 Job Profile:   

· Checking Import Export documents, transfer of ownership, B/E, B/L, Temp. admission, Local GRN, Import GRN, internal documents, exit documents, bank guarantee and all documents for submissions to customs and follow ups.

· Preparation of Petty Cash vouchers on daily basis, covering letter and sorting out for submissions, delivery advice for Export Import documents, preparation and submission of vehicle utilization report on a daily basis, preparation and monitoring bank guarantee sets from logistics team members, refund documents to be made with a cover letter in the same day and filing on the same day.

· Was also in a capacity to attend all the incoming calls of Jacky’s as a Tele-caller

· Collection of the entire invoice receipts from transporters and send to other authorities with the approvals.

· Reminders of Bill of Lading, any export document expiring to respective departments through e-mails.

· Making entry of Custom documents in Registers and filing the following -                                     ( JER,GNE,MFE,JMV,ISD,JMS,SMV,OGF and others).
2.
JACKY’s GULF FZE in Warehouse:
13 years of immense work experience in Warehouse as a Warehouse Supervisor.

Was in a capacity of supervising 15 people including helpers, team leaders and forklift drivers.

· Inspecting incoming cargo in FZ with the local gate pass from Dubai OR B/E OR Port OR Transfer of ownership inside the FZ.

· Check the LPO and mention LPO no. in the delivery order/ invoice of the supplier.
· Preparation of the manual packing list containing the full information through the help of warehouse helpers which has description of goods, model no., quantity, country of origin, weight, CBM with driver’s name, truck no, mobile no and loading in time and unloading time.

· If the goods received are in bad condition such as damage items shortage or excess quantity then to mention in the manual packing list and inform the office executives via e-mail. Then to decide if to return to the supplier for the exchange of goods.
· Prepare the GRN with all detailed information.

· To attach documents-Original invoice, delivery order/ BOE/ transfer of ownership with the original and office copy.
· After checking, inform the fore lift driver and the helpers to wrap it and to mention the department name to whom in belongs for ease in identification and mail office executives about the arrival of goods in proper condition.
· If any goods are GND I had to mention as GND on the pallet and in the remark mention to which dept. the goods belongs to.
· Then used to get instructions from the sales executives with the date of loading and assure that the goods are available in the warehouse.

· Confirm about LIFO FIFO.

· If space is left in the container then inform to executives and get details by additional specific instructions for the same.
· After loading, manual packing list is prepared by TL and checked by ME perfectly & duly signed with the full information then used to send all the documents to office executives for the preparation of export documents.


· EDUCATIONAL QUALIFICATION:

Schooling from Sadhu Vasvani High School from Chembur- Mumabi till SSC.


· COMPUTER KNOWLEDE:
· Computer Basics
· E-mail, MS outlook, internet


· PERSONAL INFORMATION:
DATE OF BIRTH



: 01/02/1962
GENDER




: MALE
LANGUAGES KNOWN


: ENGLISH, HINDI & SINDHI.
MARITAL STATUS


: MARRIED
· STRENGTHS:

· Effective Communication skills

· Documentation knowledge related to Export Import.
· Hard Working


· HOBBIES:
· Listening to old music

· Attending social gatherings

· Dancing

· Participation in various competitions


The information provided above is true to the best of my knowledge.
DATE:






 
PLACE: DUBAI       
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