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CURRICULUM   VITAE
Career Objective:

A highly resourceful, flexible, innovative, and enthusiastic individual who possesses a considerable amount of knowledge in Logistics, Purchase, Air / Sea / Land Freight forwarding procedures of  U.A.E. A quick learner who can absorb new ideas and is experienced in coordinating, planning, well organized and an excellent team player with a proven ability to work proactively in a complex and busy environment. Looking for a career advancement opportunity with a company that will allow me to develop my skills & potential.

Educational Qualifications:

Degree








-


B.com (62%) (Madurai Kamaraj University, Tamil Nadu, India)

















Distance education at the year (2012 – 2014)

H S C









-


Board of higher Secondary Examination, Kerala, India. (2006)
10th










-


Board of Public Examination, Kerala, India (2004)
Additional Qualifications:

1 Year Diploma













-


Logistics and Supply Chain Management (& Freight forwarding) 

(Under Sted Council - Govt of India) Aug 2014 – Aug 2015
Special Training attended for UAE Shipping and Freight Forwarding Procedures and Familiar with EMIRSAL 2 (Bill of Entry) declaration processing.

Diploma in Computer Application
 
- 


Microsoft word, excel, power point, outlook.

























 

Tally, Peach tree
Languages Known

English, Hindi, Malayalam, Tamil (Fluent in Read, Write & Speak)
Visa Status:
Visit Visa 








- 

90 Days (Leisure/Single-Long) - Convertible
Entry Permit No




-

86070747 / 2015 /201
Date & Place of Issue

-

6th Sep 2015, Dubai (UAE)

Arrival Place & Date


-

Dubai (UAE), 14th Sep 2015
Details of attended Shipping & Logistics Administrator training:
· Training attended for port & customs clearance & forwarding formalities & documentation.
· Special training attended for UAE shipping and freight forwarding procedures and familiar with E MIRSAL 2 (bill of entry) declaration processing. (Doc such as Invoice, Packing list, Certificate of Origin & D.O)
· International commercial terms, Purchasing activities, Types of letter of credit & Classes of DGR.
· Types of import / export / transit declarations.
· Air/sea freight volume, CBM calculation, sales costing, cargo acceptance, breakup, buildup, follow up of cargo documents as per the client confirmation.
· Knowledge on types of air / sea / land containers (capacity, volume, sizes)
· Knowledge of warehousing activities, material handling, packing, cross docking, receiving, distribution of materials/cargo inbound & outbound. Customer coordination, order & delivery follow-up. 
· To work in conjunction & coordination with the seniors and follow all instructions related to maintaining of day-to-day administrative & functional affairs. Inter office correspondence /self-correspondence / contracts documents / sorting mail etc.
· Prepare and follow-up inquires quotations and documents like invoicing, packing list, delivery note, GRN updating.
UAE Driving License Details:
License type






Light vehicle (Manual)

U.A.E Work experience:
Organization

:

SMM Group of Companies, Dubai.
Duration




:

June 2013 to May 2014
Position




:

Purchase/Logistics Assistant, Accounts & Admin Support
Duties & Responsibilities as Purchase/Logistics Assistant:

· Update and maintenance of the Supplier Database, including verification of details of new suppliers prior to input, within the department’s guidelines.

· Maintain purchasing documents, files and records like requests for proposal, vendor files, etc for the purpose of ensuring the availability of documentation and compliance with established policies and regulatory guidelines. 

· Processing financial data and documents bids, incoming purchase requisitions, mailing for the purpose of updating and distributing information and acquiring resources to support purchasing operation in compliance with established guidelines.

· Process requisitions into approved purchase orders for the purchase orders for the purpose of updating and distributing information and acquiring resources in compliance with established guidelines.

· Liaise with clients and shipping agencies for secure and timely delivery of goods and services to the company warehouse.

· Liaise with accounts department for preparation of amount & other documents for each purchase.

· Maintain hard copy and electronic filing systems as required, assist storekeeper to identify and confirm the quality and quantity of incoming purchased materials.

· Adhere to company rules and regulations, written or implied and any changes or introductions, which may vary from time to time as deemed appropriate.

Duties & Responsibilities as Accounts &Administrative Support:
· Responsibility for petty cash including maintenance of petty cash records, cash floats and completion of a cash reconciliation at the end of every month.

· Prepares cheques and associated reports regarding payment runs to suppliers based on invoices.

· Posts financial data to appropriate accounts in an automated accounting system Tally.

· Preparation of salary for employees including all allowances at every month.
· Assisted with general accounting functions, maintained journals and handled Accounts Payables and
· Accounts Receivables.
· Oversaw all operations including housekeeping and maintenance of all office equipments.
· Troubleshot and resolved problems, mediated staff disputes, and handled customer complaints. Participated in staff recruitment, hiring, training, and scheduling. 

· Coordinated and managed multiple priorities and projects.

· Scheduled appointments and maintained accurate, up-to-date confidential client files.
· Orchestrated hotel special events and reservations, managed customer relations and provided exemplary service to all customers.

· Checking office stationary levels and ordering new supplies. 

Organization

:

Al Huraiz Passengers Transport L.L.C (Dubai airports)
Duration




:

February 2011 to May 2013
Position




:

Store in Charge (Feb 2011 to Jan 2012)
























&













Administrative Assistant cum Accounts Assistant (Feb 2012 to May 2013)

Duties and Responsibilities as Store In charge:
· Keeping a record and maintaining cycle counts of the entire inventory in the store.

· Receiving and verifying the inventory with the purchase order listings.

· Reporting loss, damage and any such discrepancies to the supervising authorities.

· Sorting all goods and stacking them appropriately.

· Assisting in the labeling, tagging and packaging of the goods.

· Maintaining proper documentation processed for the receipt of the good and supplies.

· Ensuring the timely dispatch of the goods to the appropriate destinations.

· Coordinating and synchronizing work functions with the vendors, suppliers and other internal divisions.
· Maintaining cleanliness and order in the work place, and complying with all safety norms while carrying out work functions.
Duties and Responsibilities as Accounts Assistant cum Admin Assistant:
· Filed and maintained electronic and hard copy records of various supporting documents sent and received by the organization.

· Providing training and orientation for new staff about the company procedures.

· Coordinating and arranging repairs to office equipment, systems and other essentials.

· Organizing travel & accommodation arrangements for official guests.
· Assisted in the preparation of salary calculation for more than 850 employees

· Perform data entry functions, update petty cash account.

· Check statements for any missing purchase invoices and credit notes.

· Print all Invoices, Credit notes and Statements monthly as per the contract.
· Tracking issues of the outstanding payments and resolving it with the concerned authorities.

· Oversee all computer, laptops, printers, fax machine, photocopiers, internet connections, wifi routers, telephones are working properly if not call technicians and solve problems.
· Prepares cheque and associated reports, recording each particular in the Peachtree software.
· Providing information’s to Auditors.

Key Skills and Competencies:
· Demonstrated ability to maintain composure and work efficiently in a fast-paced environment while preserving strict confidentiality.

· Ability to multitask and manage conflicting demands.

· Knowledge of principles and processes for providing customer and personal services.

· The ability to listen to and understand information and ideas presented through spoken words and sentences.

· Comprehensive problem solving abilities.

· Excellent working knowledge in Microsoft Office packages.

· Ability to produce consistently accurate work even whilst under pressure.

Personal Profile:

Date of Birth





26-05-1989

Gender









Male

Marital Status





Single

Nationality







Indian

Declaration:
I hereby declare that the above-mentioned information is correct up to my knowledge and I bear the responsibility for the correctness of the above-mentioned particulars.
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