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OBJECTIVE

· To be part of a highly professional organization with promising career growth opportunities and emphasis on employee development.
PROFESSIONAL QUALIFICATIONS

-
More than 25 years of multi functional experience covering Logistics, Forwarding 
-
Currently working as Sales Coordinator with AUTO FREIGHT & SHIPPING SERVICES LLC 
-      Ability to deliver positive and timely results
-      Ability to interact with customers, shipping lines, agents and maintaining a long lasting relationship with them

AREAS OF EXPERTISE

Logistics / Freight Forwarding – Sea Freight
· Developing customer data base

· Coordinating with customers and load port agent and providing end to end shipping solutions

· Reviewing all documents
· Pricing for Import & Export shipments 
· Assists the day-to-day operations of the export & import department
ORGANISATIONAL EXPERIENCE

· Company : Auto Freight &  Shipping Services L.L.C., Dubai  

· Duration : June 2013 to present 

· Designation : Handling pricing & Sales Co-ordinator (Sea freight Import / Export & Cross-Trade) 

Exports /Imports 
· Handling export , import and Cross Trade enquiries, calling up customers for bookings, arranging pricing with all Shipping lines & agents. 

· Preparing quotations for Sales
· Co-ordinating for shipments from start till end  

· Company: Transworld Fze - Jebel Ali Free Zone, UAE – 10 years
· Duration : March 2003 – April 2013
· Designation :  Handling Pricing  & Logistics Sales Coordinator (Sea Freight)
Pricing 
Job Responsibilities:-
· Process leadership for the pricing of goods and services to External customers

· Develop relationships with new and existing customers and provide information to maximize sales volume

· Co-ordinate the costing and the quotations process

· Calculating benchmarks for all prices

· Interact closely with other departments to gather information and ensure accuracy of price proposals

· Conduct weekly sales meetings and provide reports to Department head

· Negotiate and manage relationships with third party contractors and vendors

· Maintain relationships with marketing partners with whom we jointly offer products and services and manage co-operative selling & marketing efforts

· Ensure company growth and profitability by accurate pricing of new business

· Maintaining log of all Sales & Marketing activities /Monthly Sales planner within the Sales & Marketing Dept.

· Assist in bidding process for new business

· Supporting the sales team in pricing , preparing quotations

· Preparing quotes for project logistics for break-bulk/charter movements/projects

· Co-ordination between Shipping lines for the rates & movements of standard & special equipments to various sectors

 Exports & Imports 
· Regular follow up with customers for the Bookings (Export & Import) 

· Obtaining rates from Shipping lines & agents & providing the same to Sales team 

· Preparing quotations and sending the same to customers

· Frequent coordination through mails and phones with both customers and agents

· Handling enquiries from the customer of both LCL and FCL 
· Follow up the existing customers
· Providing end-to-end service for the shipments

· Reviewing all documents
· Opening Job files for Import & Export jobs

· Arranging cheque payments to lines

· Handling of entire operations from beginning till end

· Preparing Job costing & arranging invoice to customers

· Co-ordination with agents for getting Import rates

· Sending pre-alerts to customers

· Arranging clearance if required

· Company: FAJR DEVELOPMENT GENERAL TRADING, DUBAI   
· Duration : January 2001 TILL DEC 2002 
· Designation :  SALES CO-ORDINATOR
Job Responsibilities:-
· Preparing quotations for customers

· Co-ordination with customers for Purchasing head sets , telephone sets, datanet cabinets etc

· Arranging Hotel accommodation for guests

· Arranging air tickets 

· Handling independent correspondence , maintaining books of account

· Arranging documents and booking shipments to Upper Gulf

· Co-ordination with shipping lines for clearing import shipments

· Arranging invoices to customer

· Arranging delivery of materials to customers

· Company: SYDNEYCO SHIPPING SERVICES L.L.C.

· Duration : JULY 1997  TILL JAN 2001  
· Designation :  SALES CO-ORDINATOR
   Job responsibilities :

· Regular follow up with customers for the Bookings (Export & Import) 

· Obtaining rates from Shipping lines & agents & providing the same to Sales team 

· Preparing quotations and sending the same to customers

· Frequent coordination through mails and phones with both customers and agents

· Handling enquiries from the customer of both LCL and FCL 

· Follow up the existing customers

· Providing end-to-end service for the shipments

· Reviewing all documents
· Opening Job files for Import & Export jobs

· Arranging cheque payments to lines

· Handling of entire operations from beginning till end

· Preparing Job costing & arranging invoice to customers

· Co-ordination with agents for getting Import rates

· Sending pre-alerts to customers

· Arranging clearance if required

· Also arranging Air freight shipments 

· Company: M/S KARAMA SHIPPING & FORWARDING L.L.C. 
· Duration : DEC 1992 TILL JUNE 1997
· Designation :  SALES CO-ORDINATOR & EXECUTIVE SECRETARY 
Job responsibilities 
· Preparing quotations to customers
· Co-ordination with lines for rates, releases etc

· Preparing Booking notes for Sales team

· Follow-up with customers for bookings

· Preparing Sales report for Sales team

· Arranging transportation

· Preparing Bills of lading

· Arranging documents from customers for passing Export declaration
· Co-ordination of car shipments – Ro/Ro basis

· Handling of entire operations

· Company: M/S ALGHAITH SHIPPING & FORWARDING LLC

· Duration : JAN 1992  TILL AUG 1992
· Designation :  SALES CO-ORDINATOR & EXECUTIVE SECRETARY 
Job responsibilities 
· Handling independent correspondence
· Preparing quotations

· Handling telephone calls

· Preparing Airway Bills

· Sending airline bookings to different airlines

· Arranging for air freight rates & giving it to the sales team

· Arranging for the pick up  of the cargo 
· Company: SHARJAH & KUWAIT MANUFACTURING CO., SHARJAH  
· Duration : APRIL 1989  TILL NOV 1989  

· Designation EXECUTIVE SECRETARY

  Job responsibilities 
· Handling independent correspondence
· Preparing Purchase Orders

· Handling administration works

· Handling telephone calls 
· Company: M/S AL HAYAT PHARMACEUTICALS, SHARJAH

· Duration : DEC 1988 TILL APRIL 1989
· Designation : EXECUTIVE SECRETARY 

 Job responsibilities 
· Handling independent correspondence
· Administration works

· Handling telephone calls 

· Company: M/S MALKANI COSNTRUCTIONS 
· Duration : SEPT 1984 TILL  DEC 1988
· Designation : EXECUTIVE SECRETARY 

  Job responsibilities :
· Handling independent correspondence

· Administration works

· Handling telephone calls 

· Maintaining Books of account
· Typing of important documents i.e. Agreements etc 

· Handling bank transactions

· Maintaining purchases of building materials, office stationery etc.

ACADEMIC QUALIFICATIONS
1986  - Passed my  B. Com from University of Mumbai 
ACCOMPLISHMENTS 
· Create healthy relationship with customers

· Share a good rapport with Shipping lines

· Strong sense of responsibility and commitments towards assignments

· Ability to work under pressure and accept challenges

· Proven ability to work efficiently in both independent and team work environment
ADDITIONAL  QUALIFICATIONS

· Completed my Secretarial course from Clare’s Institute, Bandra Mumbai which consisted of Computers, Correspondence, Shorthand, Typing, Telephone operating and Office administration.
PERSONAL DETAILS
· Date of birth                       :           25th March 1965
· Visa Status

:
Husband’s sponsorship 
· Sex


:
Female

· Marital Status

:
Married
· Languages Known
:
English, Hindi, Marathi 

