DONNET 
Email id:  244208@gulfjobseekers.com 
Visa Status:  Jebel Ali Visa Valid till 22/06/2018
CURRICULUM VITAE
OBJECTIVE : A highly stimulated and professional individual with over 10 years of experience in Logistics. With the aim for customer satisfaction and strive for continuous improvement - with the use of company operating KPIs to be able to constantly measure, monitor and improve performance and safety standards. Also to keep Performance and internal relationships to ensure customer satisfaction.
SKILLS:

• Attention to detail
• Negotiation


• Project completion

• Documentation
• Shipment issues resolution

• Workplace safety
• Multitasking


• Relationships development


• Computer: Word and Excel


• Hardworking ,Determined and organized.


WORK EXPERIENCE : 
1) Company name
: Feroz Uddin Stationary LLC
Position held       
: Logistics Executive cum Admin Officer
Period                   
: May 9th 2015  till Date.       

Scope of work: 
· Appointing freight forwarder & a clearing agent for both inbound & outbound shipments. 

· To gather updated freight rates from the forwarder or shipper (in some cases, CIF) air, sea & land freight & evaluate them for, which is the most convenient depends on the shipment requirement of the job. 

· To coordinate w/ shipper checking on the readiness of shipments & inform nominated forwarder. 

· To check & reply emails both from forwarders & shippers. 

· To follow up shipping documents from shipper, checking all details if correct B/L, invoice, packing list & COO before requesting to send original copies for our customs clearance. 

· To double check & arrange original shipping documents from shipper after receiving & forward to forwarder for customs clearance. 

· To follow up w/ forwarder if shipment is ready for delivery. 

· To monitor & follow up the status of all the shipments inbound & outbound & to make sure that it will reach the destination on time. 

· To inform the concerned department for incoming deliveries. 

· To prepare Packing List & forward to the warehouse. Coordinate w/ the supplier for any ready shipment to inform who will be the forwarder & advise the shipping documents instruction to shipper. 

· To prepare export shipping documents according to requirement. (Commercial invoice, packing list & COO including B/L instruction if needed). 
· Handling all Logistic Sales Executives Export Shipments.
· To arrange trailers for local shipments & delivery when required.
· Admin Profile·       Maintaining confidentiality of information and Following up
with customers

·       Preparing presentations and Arranging meetings.

·       Creating agenda and minutes of meeting

·       Communicate with external customers to solve their problems
over the phone or via email

·       Create invoices, supervise staff, inventory control for raw
material & finished goods

·       Maintain/ data entry ordering sheets and records. Receive and
forward telephone or electronic enquiries

·       Perform clerical and administrative duties.
WORK EXPERIENCE : 
2) Company name
: TOLL Global Forwarding (UAE) LLC. ,Dubai
Position held       
: Sr. Customer Service Executive
Period                   
: Feb 2014 to Till 30th April 2015.
Scope of work:
· Handling Sales Executives and Business Development Managers for all Import and Export Shipments.

· Interacts with customers to provide them with information to address inquiries regarding products and services. Act as main point of customer contact.
· Quoting Rates, Sending Routing Orders. Getting orders picked up from Suppliers and executing shipments. Assist in tracking shipments and providing alternative information
· Co-ordination with our global Overseas Agents and offices for Rates /collecting cargo/ booking and execution of shipments. Manage liaison with suppliers and origin stations
· Contacting Airlines / Shipping Lines / getting status updates of import and export shipments.

· Arranging SASO.

· Co-Ordination with inter-office operations for export / Export rates, booking shipments arranging documents/ vehicles and checking /verifying documents. Liaison with different departments within the company to facilitate shipments.
· Co-ordination with customs departments. 
· Co-ordination with trucking department for arranging local vehicles for local deliveries.

· Sending Cargo arrival notice/ status updates to customer.

· Help resolve any customer complaint /issues /giving advice /educating customer and Supplier. According to the company’s guidelines and policies and  make sure the customer is satisfied when he hangs up the phone.

· Sending Quotation for New Customers. Take the leads and quote for them. 

· Sending Daily status report to existing Clients, Preparing Weekly Reports.

· Filing system maintenance.
2)
Company name 
: Danzas AEI Emirates LLC.(Now known as DHL Global Forwarding) ,Dubai.
Position held      
: Logistics Co-coordinator
Period
                  
: June 2005 to January 2014

Scope of work:
· OPERATIONS – Coordinator

· Job Profile for Baker Hughes / Weatherford

· Working as Key Account Handler, Major responsibility to effectively Plan, Control, monitor & coordinating movement for all Direct shipment for Schlumberger, H2H Movement, on forwarding, Specialized in out of gauge oil well equipment movement in various Countries with hands on knowledge for all Planning, Implementation, financial aspects and successful delivery with focal on Customer services Excellence.

· Summarized responsibility to work as a liaison b/w Baker Hughes, Supplier & Customers around the world, to enable flexible movement of oil well equipment from the origin to destination single handed.

· Calculation for correct haulage for all out of gauge cargo, Arrangement of quotations (Ocean / Road / Air) coordinating with Ocean /Air /Sea Freight.

· Draw movement plan & arrangement of all special requirements (Cranes, Vehicles, Customs documentation).

· Extensive knowledge of Port to Port, Cross Border and local movement procedures to gulf and non-gulf countries according to Port and Customs law in UAE.

·  Well versed with all Warehousing procedures, Inbound, Reception, and Picking, Pallet positioning, Dispatch Orders, Consolidation, Outbound release and Quarterly stock taking involvement

· Logistics Coordinator

· Working as Key Account Handler, Major responsibility to effectively Plan, Control, monitor & coordinating movement for all Direct shipment for Schlumberger, H2H Movement, on forwarding, Specialized in out of gauge oil well equipment movement in various Countries with hands on knowledge for all Planning,

· Implementation, financial aspects and successful delivery with focal on Customer services Excellence.

· Utilizing of Schlumberger ERP System known as GOLD & For Western Geco ERP system known as C2C.

· Summarized responsibility to work as a liaison b/w Schlumberger, Supplier & Customers around the world, to enable flexible movement of oil well equipment from the origin to destination single handed.

· Calculation for correct haulage for all out of gauge cargo, Arrangement of quotations (Ocean / Road / Air) coordinating with Ocean /Air /Sea Freight.

· Draw movement plan & arrangement of all special requirements (Cranes, Vehicles, Customs documentation).

· Extensive knowledge of Port to Port, Cross Border and local movement procedures to gulf and non-gulf countries according to Port and Customs law in UAE.

· Well versed with all Warehousing procedures, Inbound, Reception, and Picking, Pallet positioning, Dispatch Orders, Consolidation, Outbound release and Quarterly stock taking involvement
Past Experience in India.
1)
Company name 
: Camy Electronics 

Position held      
: Office Assistant

Period
                  
: June 1994 to March 1997

JOB PROFILE

• preparing shipment documentation
• maintaining contact with suppliers and other agents
• Interaction with customers as directed
• Helped customers in tracking shipments
• billing management and receipts preparation.
2)
Company name 
: GGI Clearing & Forwarding Pvt. Ltd. 

Position held      
:Customer Service Coordinator (Imports and Exports)

Period
                  
: March 1997 to January 2002
JOB PROFILE:

· Co-ordination with the freight forwarders , shipping lines & transporters for import & export shipments (Air & sea)

· Preparation of Bill of Entry in Impex Package, & liability of physical Customs Clearance at Indian Customs. 

· Co-ordination with the transporters to ensure timely dispatch and delivery of Consignment to its destination.

· Timely information to the customers on the status of clearance of the consignments.

3)
Company name 
: Accord L’Global Logistics Pvt. Ltd

Position held      
: Executive Customer Service Coordinator (Imports and Exports)
JOB PROFILE:
· Co-ordination with our Overseas Agents for booking of the Cargo, Furnishing Import & Export Ocean freight Quotes.

· Contacting various Liners & Agents in Mumbai for the status of Import & Export shipments.
· Handling Import Manifesting for Indian customs.

· Sending Pre Alert/ Cargo Arrival Notice /Requisitions/Freight Bill, raising Debit/Credit Notes to Clients & Over Seas Agents.
· Sending Daily status to Clients, Preparing Weekly Reports, Statistics,  Maintaining Registers, Licenses./ Arranging Meetings with Clients / Customs Officers and managers.
· Handling SOC Containers/ Presenting Reports.
ACADEMIC QUALIFICATIONS :
· Passed Bachelor of Arts 
COMPUTER SKILLS :
· Diploma in Computer Education

· MS Office, Excel & Word, Internet, Emails,

TRAININGS

· General Awareness Training received on ISO 14001 in Danzas DUBAI

· Training in Business writing in DANZAS Dubai

· Training in Telephone etiquettes  in Danzas Dubai

· Training Air Logis & Ocean Logis/ WMS.

· Training in Time Management
· Training in Stress Management.
PERSONAL PROFILE :
· Marital Status:

Married.

· Gender:

Female.
· Languages Known:    
English, Hindi & Marathi.

· Nationality:

Indian.
· Interest:

Reading ,Drawing, listening music, watching TV  News.
