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Career Statement :
I want to build a successful career and seeking a long term responsible position in a growth
Oriented organization having excellent work environment by using my ability and skills to
Achieve success in specified scope of area which should be synergetic to growth of 
Organization as well as on individual.  
I am confident collaborating in a team environment or working independently.
Career History:
1. DA-DESK FZ LLC (Marcura Group) – Dubai, UAE
Senior Operations Analyst (August 2013 – October 2015)
(Customer Service and Disbursement Accounts – Cost Item Check)
Key Responsibilities: 
a) Managed Disbursement Account for Vessel Charterers & Operators & review the Disbursement accounts (DA’s) received from various agents and verify the cost items.
b) Scrutinize the invoices which received along with the Final DA is in par with port tariff,
Agreements (Agency), vendor contracts & world scale, thus ensured cost saving and
Transparency for the customer.

c) Strict adherence to customer specific instructions received from various geographic 
                 locations.
d) Analyzing charterers cost referring to world scale, charter party clauses and SOF as well as
Reporting the same to the Operator of the vessel, considering time bar clauses for the tanker vessels.
e) Providing view points and information’s to the ship operator for continuous improvement in disbursement accounting.
2. Synergy Seaports Pvt. Ltd. – Gandhiham, India
Operations/Documentation Executive (November 2012 – July 2013)
(Bulk, Break bulk and container vessel documentation / operations)
Key Responsibilities:
1. Vessel declaration with Port Authorities.
2.    Attending berthing meeting regularly for our vessels.
3.    Keeping concerned Authorities and Agencies updated on vessel ETA. 
4.    Preparing the soft fil  e for each and every vessel as per documentary instructions. 
5.    Liasion with principals, shippers, receivers, port stevedores, customers and vendors etc.
6.    Preparing PDA/FDA and solving queries received from Principals.
7.    Keeping management updated about new developments in the Port .
8.    To maintain good relations with all the stake holders and goodwill of the company.
9.    To ensure contractual deadlines and targets are met.
10.   Attending for discharging and loading operation.
11.   Updating business web of principals.
12.    Coordinating with lines/master for documents requirement.
13.    Submitting all shipment related documents to the concern department as per their requirement.
14.    Arranging for port payments/Port Dues.
15.    Preparation of SOF, Mates Receipts, Cargo Manifest and other important documents.
16.    Arranging for Ships/Principals requirements.
17.    Prepare EGM & IGM (Manual + EDI) and filing with customs authorities.
18.    Prepare and issue D.O for import cargo / CFS for containers.
19.     Prepare and issue Bills of lading for export containers and coordination with Lines/Principals/Owners.
20.     Prepare and forward TDR to destination ports and principals.
21.     Prepare Final on board report (Container movement report)
22.     Keeping track of Exim containers to debit and re-credit in continuity bond.
23.     Preparation of customs related documents like bond cancellation / Mty permission / IGM amendment / HAZ permission / Seal Mismatch / LG for empty containers etc…
24.    Maintaining container Inventory and update in online package and everyday reporting to EMD department.
25.    Liasion with Agency team for daily activity reports from Kandla / Mundra / Pipavav Location. 
26.     Attending for any other matters assigned by the Manager Operations & Logistics.
27.     Attending day to day E-mail messages.
28.     Prepare and send vessel line ups and weekly reports.
29.    Sending pre-arrival notices to all concerned.
30.     Coordinating with the terminal for smooth discharging and loading operations
31.     Arranging port clearance.
32.     Coordinating with other departments to carry on our operation duties smoothly.
33.     Participating in boarding and husbandry formalities
34.     Sending arrival, berthing and daily discharge/loading figures to all concerned.
35.     Maintaining standard filing of the documents. 
Reports to be submitted to the Management :
a) Weekly bulk and container division report.
b) Daily vessel Agency report.
c) Ship call Log
d) Daily vessel line up and commodity wise line up. 
3. Seaways Shipping and Logistics Limited – Gandhiham, India.
Operations Executive (January 2011 – October 2012)
(Bulk, Break bulk and container vessel documentation / operations)
Key Responsibilities:
As mentioned in career history no.2
4. Admen Logistics Limited (Transworld Group) – Gandhiham, India
Documentation Executive (October 2008 – December 2010)
(Container Management Department)
Key Responsibilities:
a) Maintained container repair documentation and repair operations of shipping lines.
b) Send daily reports to most esteemed clients in shipping industry.
c) Maintained a stock of 1000 Tues. per Month.
Skills/Attributes:
a) Good customer service, well versed in the Shipping operations.
b) Confident professional with co-operation and communication among team members.
c) Good communication skills to successfully work in a team environment and to liaise with wide range to internal and external client.
d) Skilled in internet explorer and Microsoft applications.
e) Produce quality work.
f) Public relations.
Educational Qualifications:
Bachelor of Commerce (Accounting and Auditing) (June 2005 – May 2009)
Tulane Commerce College – Adipur.
Kachchh University.
Area of Interest:
a) Logistics & Distribution
b)  Port Operations.
c)  Shipping Agency - Operations.
Personal Interest:
a) Reading about latest development and trends in shipping and logistics industry.
b) Playing Cricket.
c) Listening to Music.
d) Listen to News.
Declaration:
I hereby declare that the facts furnished as above are true to best of my knowledge.
Documents evidences will be provided as and when required.
(HARDIK TAUNK)
