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CAREER OBJECTIVE
To work in a challenging job in Export – Import Documentation controller & Logistics work. Also to learn new skills in dynamic environment where there are opportunities to contribute to your company and develop my personal skills and knowledge.
CORE COMPETENCIES
	
	Cargo Handling & Operation
	
	Customs Filing Documents
	
	SOP Knowledge 

	
	Air/Sea Freight  Booking
	
	Shipment payment process
	
	BL/AWB Instruction

	
	Certificate Of CO/GSP
	
	Purchase Order  Process
	
	Preparing L/C doc

	
	Logistics Management
	
	Cargo Transportation
	
	Shipment Planning

	
	vendor  Portal Access
	
	Freight Forwarder Portal Booking
	
	Shipment Terms&Payment


EDUCATION
2009-2012   Bachelor of Computer Science - First class
The New College
Madras University, Chennai India
2009
Higher Secondary
+2 Certificated in 7 Subject Including Math’s, Science, and Computer Science.
PROFESSIONAL EXPERIENCE - 3Years
SEP-2012 Meenakshi India Ltd, Chennai, India Documentation Controller at EXPORT – IMPORT
Handling the shipment and moving shipment from factory to airport or seaport and sending to destination as per buyer requirement. Ability to coordinate accurately daily activity between the origination locations and the freight companies, to ensure the goods are shipped in the most timely and efficient manner. Communicate with buyer
Job Responsibilities
· Handled shipping documents timely and accurately. 
· Contacted everyday with foreign buyers in domestic and aboard by Email. Maintained good overall relations with suppliers; and Coordinated with buyers. 
· Online Cargo Booking/ File uploading / File transfer/ Documentation/ emailing & warehouse cargo storage management 
· Container booked from freight forwarder 
· Rent truck to transfer the cargo from factory to seaport / airport 
· Received, filled and transferred “Purchase Order”, “Packing List” to related Dept. 
· Reported Import status and cost upon shipping done.. 
· Made material balance for Processing Contracts. 
· Made, reported and filled “Expense for Import, Export monthly status”. 
· Arranged and made Liquidation sheet of contract with Customs 
· Monthly wise sales reported 
· Prepared export-import documents (Such as: L/C,PROFORMA INV, P/L, C/O, GSP and other client-required documents) 
· Done customs procedures 
· Kept contact directly with suppliers to tackle export-import tasks 
· Done other assigned work. 
· establishing and maintain excellent relations with buyers 
SOFTWARE PROFICIENCY & QUALIFICATION SKILLS
· Microsoft Office 
· Microsoft Outlook 
· Microsoft Excel 
· Microsoft Word 
· Internet Explorer 
· Import & Export Documentation Controller 
· Full internet/online access work 
· Communication: English, Tamil 
· Oral and written communication skills 

INTERSET
· Listening music& songs, long traveling, reading books, & magazine in English, internet, cinema, searching, playing real games, .etc. 
ABOUT ME
· I’m a Quick Leaner, & Excellent Worker, I Will Do My Best At Any time Anywhere… 
PERSONAL DETAILS
Date of Birth:
10th July 1991
Gender:
Male
AGE:
24
Nationality:
Indian
Marital Status:   Single
Visa Status:
Visit Visa
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