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Career Objective

Seeking assignments in the field of Logistic Controller
Snapshots
· A Graduate in Arts and Humanitieswith keen interest in sales, office administration and accounts combined with 7+ years of experience in the field.

· Proficient inTally, MS Office applications and Internet
· Ability to perform in a stressful environment and under pressure
· Skillful at handling multiple tasks simultaneously
· Can work independently & also as a team member
· Demonstrate an eye for detail& Quality
· Ability to continuously strive for improvement in existing processes
Competencies
Good communication skills

Excellent at client management
(English Hindi Malayalam)
Strategic planning


Proficient in time management

Logical and analytical mind

Good team management skills

Career Path
· Al Aadi General Trading LLC, Dec 2014 – Present 
      Logistics controller cum sales Coordinator
· Infant Jesus Convent School,Chandigarh
Jun 2012 - Dec 2013
     Office Administrative staff cum Document Controller
· Ursuline convent School, Bangalore
Jun 2010 – Apr 2012
Office Administrative Staff cum Document Controller
· St. Ann's SS School, Chandigarh 

Jun 2005 – May 2010
Senior Office Administrative Staff cum Document Controller
Key Deliverables as Logistic Controller
· Act as main point of customer contact
· Manage liaison with suppliers and origin stations

· Provide shipment information to customers
· Liaison with different departments within the company to facilitate
      Shipments
·    Assist in tracking shipments and providing alternative information
·    Provide transportation information and manage billing information
·    Manage quality control by ensuring that all shipped orders are in
     working condition
·  Produce bills of lading and update shipment status information.

·   Monitor shipments to guarantee on-time delivery.

·   Finish all necessary customs documents and other paperwork.

·   Exhibit strategic leadership and foresight in support of long-range
     business growth.

Education

	Qualifications
	Institute
	Year

	Bachelor of Arts - First Class
	Punjab University, Chandigarh, Punjab
	2010

	XII (12th)
	GHS PU College, Trivandrum
	2002

	X (10th)
	GHS School, Trivandrum
	1999


