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Zarka
MBA, Supply Chain Coordinator / Exec
(D/L U.A.E - Dubai)

Career  Objectives........
To secure a very challenging position in a reputable firm/organization that will enhance my skills and attain career advancement and to be an asset to the company by sharing and utilizing my knowledge and experience in Supply Chain Management for mutual benefit . Being strong time management I can work under pressure to meet deadlines without compromising quality of output.  I believe in working and saying …..   Yes  I can do.....
Strengths  /   Profile………

·   Career spans with nearly 6-7 years of experience in Logistics Operations, Marketing Tele -                 Sale, Customer Service.  Total experience in Dubai 10-11 years.                
· Professionally qualified, with Degree and post graduate MBA (HR). 

· Proficient in managing & leading teams for smooth fleet operation in Administration as well as in Logistics Operations with encouraging team spirit.                    
· Well experience in Administration, Ware-housing, co-ordination with Govt. Liaison for smooth operation as &   when required.
· Familiar with M.S Office, Mirsal II, Visas Rules, Economic Department, Excel , MS Outlook,  etc….   
· Excellent ability to plan, organizes and follows through situation, and provides suggestion & manages multiple tasks under pressure.  
· Excellent leadership qualities & can handle diverse Nationalities, with excellent team player, qualities and information.                                                                          
· Excellent communication, negotiation & interpersonal skills.
· Well organized, reliable and self- motivated.

· Strong management skills, can work under pressure, and also have ability to work independently.

Professional Snapshots

Job Profile / Key Skills ………
Communicating with Shipping Lines, Airlines, Transporters, Warehouse, Dubai Municipality, Dubai Customs, and customer’s on schedules, Allocating necessary information through resources to fulfill the projected requirements.  Monitoring system activities and supporting the team on the needful updates and also updating the superiors.  Analyzing trends to capitalize on future plans,  monitoring Import / Export activities as per customer’s requirements.
· Communicate with Agents, Clients, National &  International,  Local Customers, Shipping Lines, Airlines, Transporters to strengthen client support.

· Well acquainted with Import / Export Documentation.

· Supervising the team, for managing documents and warehouse activities.

· Coordinating with Dubai Municipality, Dubai Customs for smooth operation as & when require.
· Keeping an eye for export / import new rules and regulation, notices from Shipping Lines and Airlines in term  for rate increase, additional surcharges, new services and other Business related matters. 
· Handles Customers Service functions and other activities in order to achieve and maintain high quality standards for customer support.

· Closely coordinating with Warehouse superiors to identify manpower, facilities, materials and services.

· Coordinating transporters and ensuring that the vehicles are available for movements of goods without any delay.

· Liaising with client on problematic shipments, claims, queries, suggestion for all inbound movements.

· Coordinating packing, transports and reconciling all in coming & outgoings. Perform regular checks and supervise frontline Customer Services.

· Ensure the consignment boxes are sent in proper batches and coded, as per the dispatch with receipts, reference numbers, etc.

· Daily Cash and Bank transaction.

· Preparing Daily Cash / Bank deposits, with credit Transactions and checking purchase, sales Invoices.

· Generating new ideas and assign it to the Staff/team members, Training staff to generate business & help customers.

· Maintain staff personnel file/register for future recommendation. 

· Maintain stock ordered & loss reports – handling inventory.

· Handle minor disciplinary matter with staff, as & when needed professionally.

· Monitoring all expenses related to office,  Advances of staff & manage it within budget.

· Maintaining Daily Petty cash.

· Preparing staff visa’s (either on service visa, visit or employment or cancellation of visa’s) , as per management requirements.

· Going to Immigration, Labor office, Economic Department, Dubai Municipality, Dubai customs, Dubai Chamber etc……

Work Experience ………
· Shipping LLC – Dxb
            
               July 2010
 till date      (Administrator / Logistics Opr)
· The Source General Trading  LLC - Dxb                     Nov.- 2006 
 2010   June  (PRO / Admin / Logistics)
· Al Nahda Metal Pvt. Ltd. – Dxb 


Jul. -2005 
Oct. - 2005   (Accountant /Floor  Mgr)
· Drive Auto Workshop – Dxb   


Nov.-2002
 June – 2005  (Accountant / Reception)                                               
Academic Credential ……… 
Post Graduate from Karnataka State Opens University -  MBA ( HR ) ,  2 Semester completed, have exams for 3rd sem. On Sept -2015,

· Graduated From Karnataka University in B.Sc  (PCM) – Bangalore.

· Diploma in Computers From Indira Gandhi National Open Institute – IGNOU-Bangalore.
· Masters in MS Office, Tally, Peachtree, Adobe, Installing packages, Internet, Surfing etc……

Work Experience  in India ………
· Indian Aluminuim Company - Bangalore, 

· HCL Company – Bangalore 
· Govt. Polytechnic College – Belgaum

·  Deshpande Pandit & Company - Belgaum,  (Chartered Accountant)
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Language  Proficiency  ………
Can fluently read, write and speak – English, Urdu, Hindi, Kannada, Marathi,  (Punjabi & Basic understanding of Arabic ) Language.
· References………… on request any time as required – Please…………. 
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Import / Export Documentation





Order Processing





Warehousing & Inventory Control





Customer Orientation





Transportation





Reconciliation of Stock





MIS Preparation





Govt. Liaison











 








