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JOB APPLICATION — SCREENING FORM

e IR-FEAT 3 | [ 3REYAR-

Profession / Specialty LOGj'STI CS a;:o RD’ NﬁTC’f\’

Targert Industry / Projects L/Oo\ s Hasg

Employment Status 0 Employed back™n Home Country & employed in Gulf 0 Job Less-Unemployed

Nationality IND AN Place of Birth / City of Origin UDMA  KERALA —INDIA
Gender & Male O Female Marital Status 11 Singfe: tMprried [ Separated
Religion Winpd Birth date ( DD-MON-YEAR) o:{/oz { a6g

Languages Mother Tongue NALAALY | otertangops € NGLISH Hinp) [ TAMIL
Qualification / Education A /DQ%“, > Tn EconemiCs $ H (STORY

Gulf Experience 12— vears_)__ Months Total Experience 12 vears ) months

Gulf Driving License &Yes O No Do you have own car? O Yes ™'No

Visa Status O Visit m{np\oymem 0 Depender Visa Validity Date »3omeb v 205

sob search? 3e® LOST Do TO CosT
COTT = &

What s your arrival date in Gulf Country?  DEC . 20092 What s the reason for yor

Last Dr

wn Monthly Salary Currency valuet) & 31, Expected Salary Currency Value 60 00 +
AED

How much notice period you will need to join new position? @an loin Immediate 01 1Week 01 Month O

Do you have any kind of health condition which can hamper you to perform your duties? B Fit to work O Yes,

Do you have any kind of outstanding loans / finance / credit card facilities to repay? ¥ o O Yes

Do you have any kind of civil or criminal cases pending against you in any courts? & No O Yes,

What is your professional talent / capabilities? Describe in detail. LyelL VERSED  orTH  IMPORT EXPIRT Doe MmENTATION

ORMER MANAGEVIENT, CUS@m CLERRANCE, Lo fRESENTATION Do cameNTATION

VERY Gpad WoRKWE ENWLEDGE IN 5 E€FFICE, PRo-4eT (VLo Lidh-vp

** For Official Use Only / To be Filled in Only by HR Consuitants **

PCL Certificate Gulf Experience | | High Academic scores - Marksheet | * | Worked 2+ yrs with employer |
Fitness Certificate Gulf/Inti Driving License | | | Post Graduate & Above Education | | | Promoted in Previous Job
IT Literacy Arabic Proficiency On Job Training Certificates Awards or Appreciation

IELTS Proficiency Experience Verified |
Bonus Score © | +Gulf score Q| +Education score ' + Experience Score -
Based on documents verified by our HR Assistants the candidate has achieved total score points of Total Score Achieved = 5

To Interview this candidate please contact Gulfjobseeker.com Office Phone No 04-3970978
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· To be an integral part of a team of professionals in a well-diversified organization where I can channel my abilities towards organizational and personal growth. 

Qualification Summary
	Qualification
	University

	
	

	Bachelor Degree in Economics & History
	University of Calicut

	
	


· Computer Literacy:- Knowledge of Microsoft Office, Oracle 
· License:- Holding Valid UAE Driving Licence 

Work Experience

2002 December to 2015 January:- Logistics Co-ordinator – Reputed Firm, Dubai
Reputed Firm, is a multi-national company has approximately 102,000 employees with 2012 sales of $21.8 billion on a proforma basis in 175 countries. In the Middle East, Eaton employs more than 300 people in 19 offices across the region and having a regional distribution center in Dubai providing expert solutions in of power management.
Core Responsibilities:
 Order management, Sales Coordination & Logistics
· Reviewing customer orders and booking the order with EATON plants across Europe & North America. Softwares used: ORACLE, SAP, VISTA, BPCS. Also handled the manual order entry process for non-specified Busway, PQ and Service related orders. 
· Proactive management of orders placed to ensure that deliveries are made at the correct time and place. Liaising with customer requirements to ensure the prompt delivery of materials and identify any supply issues that may impact delivery schedule and reporting to the relevant customer service team. 
· Interface with plants for progressing materials, equipment and documentation; 
Achieve delivery of materials and documentation on time.

· Liaising effectively and fostering relationships with the clientele and customer support team, dealing with queries related to delivery of requisitioned items e.g. Invoice queries, short deliveries etc. Maintain good communication with the customers to ensure that they are well acquainted on the requisition status. 
· Coordinate with customer support to ensure that cancellations and reorders for replacement parts from factories in other locations, when deliveries are not met or if the ordered items are discontinued/obsolete. 
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· Maintains a order log report including information such as the purchase order number, purchase order date, mode of shipment and customer details to make sure that the materials are delivered in the specified amount of time. 
· Prepare and maintain customer complaint log relating to discrepancies (ie, short, excess, damage & quality issues) and monitor the same to deliver the replacements on time. 
· Also handled the manual order entry process for non-specified Busway and PQ orders. 
· Prepare Dubai Custom Import Bill of Entry for inbound shipments through E-Mirsal 2 and filing the records for Dubai Custom. 
· Prepare Certificate of Origin through Dubai Chamber of Commerce and Industry portal for the outbound shipments. 
· Overall responsible for Procurement and in-bound/outbound shipment logistics. Prepare various shipping documents like Invoice, Packing List, Certificate of Origin Legalization of documents through Embassy. 
· Co-ordinated with inspection companies including Intertek, SGS, Bureau Veritas for SASO & KUKAS certificates for the shipments wherever necessary. 
· Supporting Finance team on LC documentation process and compliance checks 
*Liaising with Credit team on Export LC documentation, ensuring document requirements are effectively communicated with plant/supplier to minimize discrepancies. Reviewing final documentation to ensure there are no discrepancies. 
*Preparing all documentation for submissions to Citi bank trade finance. *Liaising with customer for LC extensions and document acceptance. 
· Liaising with various team leaders and providing sales forecast details to Finance team for reporting 
Training Attended
· VISTA Software – Order Management Software to book US plant orders 
· WAS Software (SAP) – Order Management Software to book German plant orders 
· ORACLE Software – Order Management Software to book the orders for financial accounting. 
· Eaton University course to improve the productivity by attending Microsoft Office packages. 
· Dubai Custom course on E-Mirsal 2 to prepare Custom Bill of Entry through Dubai Trade portal. 
· First Aid training from Dubai Municipality clinic. 
Previous work experience

Office Assistant
Junior Office Assistant
Aug 2002 – Dec 2002
Worked as Junior Office Assistant with College of Applied Science, Cheemeni, Kerala, India from 27.08.2002 to 04.12.2002. Handling Petty Cash, Disbursement of Salary and day to day office routine works.
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Clerk
Lower Division Clerk
Jul 2000-Jan 2001
Worked as Lower Division Clerk with Office of the Welfare Fund Inspector (A Kerala State Govt. Board), Kanhangad, Kerala, India from 17.07.2000 to 11.01.2001.


Computer Operator
Computer Operator
Jun 2000-Apr 2001
Worked as Computer Operator with Al-Khaleej New Paper Office, Sharjah from 13.10.1994 to 13.11.1997

	Personal Profile
	

	
	Visa Status
	- Employment (transferrable)

	
	Marital Status
	- Married

	
	Date of Birth
	- 07/02/1968

	
	Nationality
	- Indian

	
	Languages Known
	- English, Hindi, Malayalam & Tamil



Summary
· Excellent organizational and motivational skills with a highly objective and result driven mindset 
· Team worker and good multitasking capabilities 
· Excellent communication skills 
· Proven initiative and ability to work with minimal supervision under stress and pressure to achieve results 
· Able to earn the trust of my superiors and friends and maintain a good relation with all customers and suppliers. 
· God-Fearing 
*****
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