BEENA
Email : beena.204821@2freemail.com 
_______________________________________________________________________________ 

An enthusiastic analyst with drive, determination and experience of working in a busy export and import Logistics operations team providing support to operations department. Versatile and

accomplished with excellent academic records and strong quantitative abilities combined with

Analytical, customer service and IT skills. Ability to prioritize, use own initiative and flexible.

Self motivated with an outgoing personality seeking promising position.

A well qualified person having 14 years of extensive experience in Logistics field actively

looking for the challenging position with a reputed organization to enhance and learn new skills and to grow professionally in my chosen field of expertise.

EMPLOYMENT RECORD:

Logistics Co-ordinator

Rittal Middle East FZE, Jebel Ali FZE, Dubai April l, 2007 till Feb 2014

Job Description

* Monitoring sea/ air/courier arrivals from various countries and coordinating with

forwarders/transports/3PL.Tally/GRN posting in SAP after checking with files.

* Stock check in Sap after posting GRN's.

* Dispatch all materials as advised by Planning/ schedule after receiving the cargo.

* Preparing SAP invoice, packing list send to our customers.

* Preparing customs and export document like invoice, packing list, certificate of origin

and inspection certificates/ SASO if required for Saudi and various countries- KSA,

Lebanon, Iran, Iraq, Qatar, Oman, Kuwait, Egypt, Syria, Jordan, Palestine, Libya,

Bahrain, Pakistan and UAE. Attend phone calls from customers and their forwarders and

response on customer query and support as well. Original documents courier to

customers. Systematic posting and filing imporl & export documents.

Logistics Co-ordinator

Andi Co International FZE, Jebel Ali, Dubai, U.A.E  2000 May -2007 March

Logistics works for Export and Import documents especially Iran Letter of Credit Bank

documentations (B/ L, invoice, packing list, certificate of origin, inspection certificate,

Freight Invoice, vessel classification certificate, shipment Certificate, Customs Invoice,

packing list, delivery Advice etc.

All incoming and outgoing fax replies, attending incoming telephone calls and replies

with various International telecommunication etc.


Assisting chief accountant for balance sheet preparation, updating stock inventory and

day to day summaries etc.,

Logistics Assistant:

Al Omran Interior Decoration Co. Dubai. U.A.E. 1999 Aug -Oct

* Handling all incoming calls and connecting to the concerned personals.

* All Datas entering into excel files.  Files maintained for various departments,
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Data Entry Operator and Accounts Assistant

Saza Group Birds and Animals Imports and Exports. 1999 Nov - March

* Datas entering into system,

* Export and import documents preparing for clearing purpose.

Account Assistant.

Kerala Chemical Agencies, Calicut, Kerala,  1994-1999

* Independently handling incoming and outgoing correspondence with clients, suppliers and site

offices, day to day administrative duties for the MD's office, coming up with Pragmatic solution

of day to day outgoing faxes, organizing travel itinerary of all the superiors leaving on business

trips, responsible for dealing with customers, preparing Daily schedule, daily production and

stock list. 

* Assistant to the Accountant, Labours In charge, preparing of invoices, and clearing bills.

Educational Qualifications

* M.A. (Master of Arts) in Economics from Calicut University, Kerala.

* Certificate course in Computer applications.

* Operating systems: Dos, Windows - MS Office (MS word, Excel & PowerPoint)

* Computer Programs: Oracle and Visual Basic.

* Typing speed: 60 words per minute.

Key Skills

* Working knowledge in Logistics Software like SAP and Scala

* Advanced MS Excel, MS word, Power point, Internet and emails (Lotus Notes)

Personal Data

Date of Birth: 17.05.1971

Nationality: Indian

Marital status : Married

Language knows : English, Hindi, Malayalam, Tamil, Urdu

Visa status : Husband visa with release.
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