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IVY
Email: ivy.147760@2freemail.com
OBJECTIVE

To pursue a career in a growing and reputed establishment where my experience and abilities can be fully utilized for development.

Education

Bachelor of Commerce: 

GoaUniversity,   passed in 1990






Accounting, Auditing, Income Tax  

Master of Commerce: 

Shivaji University  passed in  1994






Business Management

PROFESSIONAL QUALIFICATION

Diploma in Computer Application from Manipal Institute, Panjim –Goa

DOS , MS Word, Excel, Fox Pro Tally & Computer Fundamental

Accounting Package -  Tally , Peach Tree 
Internet & Email.

Typing 40 w.p.m from Saldanha Institute, Panjim . Goa

Work Experience

Working for IMPACT EXPRESS SHIPPING LLC  ( DUBAI ) as an Documentation Officer from 1st September ‘2015 to 10th May 2016
Worked for OCEAN WORLD LINES INT’L    L.L.C ( DUBAI) as an Customer Service Assistant  from 18thJan’2005 till 30th June’2015
Job Profile

Export FCL  /LCL
· Arranging release / acceptance letters of  containers.

· Preparing Export declaration and load list,

· Attending  to the Customer

· Coordinating for Pricing with the shipping lines.

· Rates Quoting to customers

· Coordination with Shipping lines with regards to BL confirmation ( Master B/L)

And surrender message (incase House B/L issued)

· Bills of Lading update 

· Transmit the final draft of the bill of lading to the shippers  .

· Transmit Switch bl to shippers.

· Obtaining B/L Confirmation from the shippers and print the Bills of lading, after verifying the onboard containers list with the shipping line once the vessel sails out of the port.

· Invoicing to Shippers 

· Preparing payment vouchers for all relevant shipments

· Finalizing File Closure for accounts departments,

· Forwarding the docs to the agents at destination.

· Preparing International Debit / Credit notes and documentation.

Console Box Closing 

· Export rates filing with various shipping lines 

· Planning for the Box closing

· Checking  the cargo status  for transshipment

· Preparing ridders for export containers 



· Sending manifest  , docs to the destination Agent.

IMPORTS

· Data entry for import LCL containers   / COLOADS 

· Uploading 
·  Delivery Order  

· Checking for Bl  Status to consignee

· Preparing Bonds 

· Requesting  NOC from Shipping line

· CTN Payments

QUOTATIONS TO OVERSEAS AGENT  FOR EXPORT /IMPORTS/DDP/DDU SHIPMENTS

IMPORT CLEARANCE

· Liasion with various Shipping lines, Transport company  and Operation departments regards to customs clearance and cargo delivery ( Import) and cargo loading ( Export) at customer premises.

· Finalizing file closure for accounts departments.

· Handling E-clearance  processing online system with Dubai Customs

· Imco clearance  - taking approval from municipality  and arranging for the clearance.

· Handling of Road Shipments.

AIR SHIPMENTS

· Rates filing with the Airline

· Airway bill from the airline

· Quoting to shippers 

· Invoicing to shippers 

· Arranging  Sea to Air shipments.
SALDANHA DEVELOPERS (PVT .) LTD.    INDIA

From 29th September 1994 to 6th November’2003

ACCOUNTS DEPARTMENT

· Writings Books of Accounts, Sales Tax, Luxury Tax, Handling Cash , Payments , TDS on Contractors payment, Finalization of Accounts, MIE Statement.

· Preparing of Cash flow statement 

· Preparing of Salaries , Provident fund, ESI , Bonus , Gratuity , LTA 

· Statutory P.F Returns & E..S.I . Returns 

· Maintaining all Personnel Records, Staff leave , Drafting letters , Typing, 

· Authorized signatory for Cheques signing & Issuing Certificate of the Staff, 

· Attending Govt Offices.

· Handling payroll for 1000 staff 

KAMAT GAS SERVICE  INDIA

From 15th May 1991 to 24th September 1994.

ACCOUNTS 

Writing books of Accounts, Handling Cash and bills.
SELF ASSESSMENT

· Dedicated worker, quick learner & ability to adapt easily to any work environment.

· Capable of handling work independently in a busy office environment.

· Co-operative and friendly approach towards work & people.

· Trustworthy & dependable .

· Patient and hard working.

PERSONAL DETAILS

Date of Birth



May 3rd, 1967

Nationality



Indian

Marital Status



Married

Visa Status



Husband Visa 
Language Know


English, Hindi , Konkanni

Hobbies



Listening to Musing , cooking  and sports
