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CAREER OBJECTIVE:

Seeking for a growth oriented platform to obtain a challenging and creative position ample opportunities where I can make optimal use of my skills, integrate the knowledge acquired through various educational & professional experiences and work with a team of professionals in an organization that offers dynamic ambience and provides best learning environment.
WORK EXPERIENCE:                                                                                              DURATION

Company (Clearing & Forwarding / Custom & Shipping Agents) 
     Jan 04 - Sep 12

Logistic Manager & Operations Supervisor.

· Handling all data and documentation of Import/Export goods.
· Handling One Customs software of Pakistan Customs.
· Bookkeeping, Invoicing, Expense feeding in Accounts Software (QuickBooks)
· Preparing company profit & loss statement including balance sheet on yearly basis.

· Filling sales tax on monthly basis.

· Prepare & adjust entries and trial balance, account and bank reconciliation and financial statement.
· Performs tasks like preparing data entry and confirmation of key milestones like arrival, departure, L/C and customs clearance as per the specifications of Customer Standard Operating Procedures
· Submitting Goods Declaration in Customs through Online One Customs E-file process.
· Tackle with any system failure and Networking issues.
· Handle Custom PACCS software. 
· Knowledge of basic operating systems like Microsoft Word, Excel, PowerPoint, data storage, mail merge and Word press.
· Design policies and processes across all functions.
· Develop relationships both internal & external to achieve objectives within timescales.
· Communicate relevant information to internal/external parties whilst presenting the Company in a professional manner.
· manage the library of documented procedures and processes
· To report in advance about unexpected problems regarding any criteria of the resources that serve fulfillment of proposed goals.
· Propose high-level solutions to internal/external problems
· Ensure logistics systems are rigorously adhere and providing with feedback and improvement of systems.
· Dealing with shipping companies for the upcoming vessels and container Inquiries.
· Meeting with the clients
· Writing reports and maintaining records; 
· Performed other duties and tasks as deemed necessary by Operations.
· Excellent in Drafting. 
· Controlled and supervised staff functioning.
ACADEMIC QUALIFICATION:

	

	H.S.C. (Intermediate )
	2003

	General Science

	

	S.S.C (Matriculation)
	2000

	Science



Computer Skills

· MS-Dos, Windows 98/2000, XP, All Microsoft Office 2000/2002/2007 (Word, power point, access, excel) applications.

· Maintaining and assembling computer hardware, networking, install system software and drivers, deal with any failure in operating systems. (PC)

· Good Typing Speed
PROFESSIONAL SKILLS

· Good interpersonal and communication skills.

· Strong administrative & accounts skills

· Good Analytical and Judgmental skills.

· Work well under pressure.

· Good communication and coordination with other support staff and team members

· Able to handle multi-task priorities a variety of activities.

· Meet deadlines, punctual, bondable.

· An avid reader, Keen in seeking knowledge and information.

· Career oriented, hardworking attitude.

· Possess strong written and verbal communication skills
· Able to function in professional business environment with senior 
management.

· Ability to identify problems quickly and generate sound solutions
· Organizing, follow up and feedback skills.
· Ability to work independently as well as a part of a team.
· Good knowledge of major work related computer applications
· Goal oriented and reliable.
Personal Details:

Date of Birth:

  Feb 16th 1984

Nationality:

  Pakistani

Languages Known:
  English & Urdu/Hindi
References:  will be furnished upon request 
