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PROFILE: A Computer Science diploma Engineer with three years of experience in logistics services as Logistics Office Assistant A dedicated team player with good communication, presentation, correspondence and computer skills. Accepts challenges and deals with pressure in an effective manner and adapts quickly to new operating procedure and environment.
EDUCATION:
· Diploma in computer hardware and networking

· Cms computer institute , cochin
· Higher secondary ( plus two )
· Kannur University, India


STRENGTHS:
Honest, sincere, energetic, hardworking, quick on the uptake, dedicated, flexible to adapt any environment. Ability to organize and prioritize work independently with minimal supervision. Build and maintain an excellent rapport with people and possess excellent verbal, written and interpersonal communication skills.
EXPERIENCE:
:  TRADING CO.LTD ( yiwu , Zhejiang , china )
 : March 27 2012 — January 10 2015
: Logistics Office Assistant
· Making export full set of documents ( LC & DP )
· ERP System
· Customer service
· Telephone Attanting
· Bank dealings
· Check invoices against service requests and verify invoice
·  Manage paperwork associated with shipping duties
·  Monitor incoming supplies for quantity and quality
COMPUTER / LANGUAGE PROFICIENCY:
Operating System           
: Windows XP / Vista / Windows 7
Office Applications            : MS Excel, Word, PowerPoint, Internet and email
Languages                     : English and Malayalam [Excellent Level - Read, Write & Speak], Arabic [Read & Write]
	PERSONAL INFORMATION:
	
	

	Age
	: 26 years
	Nationality
	: Indian

	Date of Birth
	: 15/06/1989
	Visa Status
	: Visit

	Gender
	: Male
	Religion
	: Muslim

	Marital Status
	:Single
	
	

	Hobbies
	: Sports & Games, Travelling and Networking
	


Character References: References can be provided upon request.
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