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Objective:

To obtain a logistics coordinator position that will promote growth, stability and opportunity for advancement.
Job Description:

· Responsible for monitoring deliveries, ensuring customer satisfaction and maintaining accurate logs of all transportation and goods
· Maintains communication with warehouse to ensure timely delivery of goods to the customers

· Coordinates the interface between logistics functions such as procurement, transport and warehousing to ensure efficient, timely and cost effective support to the customer.
· Coordinates with customers to ensure desired logistics objectives, priorities and schedules are met and communicated to management

· Inform management and customers of delivery status

· UpdatesEDP system and other reporting tools to maintain visibility of shipment status

· Performs administrative duties such as typing, mailing, filing, faxing and distributing correspondence
· Provide and maintain good customer service and solve problems
Work Experience:
Worked in Logistics Pvt Ltd., Tuticorin as Logistics Coordinator from May 2013 to Dec 2014
Worked in Seaport Logistics Pvt Ltd., Tuticorin as Administrative Assistant from Nov 2012 to May 2013
Responsibilities:

· Processing data of day to day admissions of cargo from various shipments and deliveries to various end users
· Preparing quality statements for various shipments and forwarding the entire data to importers and end users

· Reporting the quality of cargo supplied to the operations manager

· Delivery order reporting to warehouse staff

· Daily updating of company stock details

· Managing EDP &ERP system

· Reporting directly to Operations Manager and will be providing regular progress situation reports and will prepare information notes and updates as required by the Operations manager

· Record keeping vessel wise both manually and electronically
· Lay time Sheet preparation
· Assisting on daily review meeting
· Correspondences related to Admin, Corporate and Port sector

· Coordinating with Operations, Finance and Shipping sections

· Attending customer queries

Academic Qualification:

· Completed MBA in International Business and Finance at Karunya School of Management, Karunya University, Coimbatore,  from July 2010 to April 2012

· Completed Bachelor of Computer Science at VOC College of Arts & Science, MS University, Tuticorin, from August 2007 to April 2010

· Advanced Diploma in Computer Application at NICE Computer Education, Tuticorin, from 2006 to 2007

Core Competencies:

· Excellent organizational, written and verbal communication skills

· Excellent computer and strong numeric skills

· General knowledge of Inco terms and Export – Import documentations
· Highly organized with ability to manage multiple task concurrently

· Team player, flexibility, strong work ethics and ability to handle stress 

