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Objective
My aim is to grow and contribute to the growth and success of the organization with sheer determination, hard work, previous experience and self-motivated ideas.

Professional Experience

	December 2013— January
	Orient Source (HK)
	Shenzhen, China

	2015
	Limited (Family-Owned)
	

	Office Manager
	
	

	Business Operations - Investigate and manage the introduction of new products and

	processing/manufacturing equipment.
	


Vendor Oversight – Liaising with existing/new suppliers.
Project Management for tailor-made requirements.
Other business related requirements/enquiries as and when required.
	April 2012— September
	Cathay Pacific
	Dubai, United Arab

	2013
	
	Emirates


Cargo Sales and Services Officer – Cargo Department
Assigned a customer portfolio and provided the below : Handling customer enquiries by mail or telephonically.
Coordinating booked cargo collection by liaising with Operations & Airport team. Monitoring the same until final arrival.
Maintaining customer relationships by Daily visits. Cold Calls to generate new business.
Assisting other departments to order to gain more knowledge of their working. Constantly updating product knowledge by reading and undertaking online courses.
March 2011— March 2012
Skycom Express
Dubai, United Arab
Emirates
Import Desk – Sole Coordinator of Inbound Shipments into UAE
Handling rate enquiries by mail or telephonically.
Registering Collections for Inbound International, Cross Trade and outbound shipments. Pro activate follow up of shipments with various agents, from pick up to final delivery. Processing shipments for delivery with arrival and manifest scans.


	March 2009— December
	DPD UAE LLC
	Dubai, United Arab

	2010 - Company Closed
	
	Emirates


Sales Support / Sales Coordinator
Handling all correspondence and organizing contacts between the sales executives and their customers.
Maintaining customer records.
Keeping records of visits and sales for entire UAE Sales Team. Preparing estimates and quotations for customers.
Point of contact for Top Customers, for coordination among other departments for their movement of shipments.
Keeping records of sales targets and actual figures and compiling them into reports for management.
Creation of accounts and uploading/assigning rates into the system. Troubling Shooting for rate related issues.
	June 2008— February
	TNT Express
	Dubai, United Arab

	2009
	
	Emirates


Credit Controller
Identify and collect payment of overdue invoices through proactive planning, Prioritization and execution of daily call cycles.
Maintain quality collection data accurately and in a timely manner.
Provide necessary information of credit worthiness to customer service when required. Manage the customer portfolio within the agreed credit terms and credit limits.
Meet cash collection targets.
Keep up-to-date with portfolio customers’ market through different media (e.g. newspapers, other departments etc.)
Assist other departments to ensure swift query resolution. Identify potential risk and create awareness to superiors.
Escalate problem collections to superiors when necessary and in a timely manner.


June 2005— May 2008
TNT Express
Dubai, United Arab
Emirates
Customer Service Frontline Agent
Answer the telephone in accordance to the TNT Express telephone policy.
Proactive approach to customer requirements based on historic transactions, if applicable. Proactively provide customers with accurate product and pricing information based on their needs.
Proactively ensure that customers are aware of necessary paperwork and any special instructions.
Communicate accurate and complete shipments statuses from the track and trace system. Provide first line support on how to use TNT´s self-service tools and services (IVR and web services).
Provide solutions and alternatives based on customer needs.
Check collection availability from sending customer and arrange consignment note completion.
Check exceptions regularly and proactively call customers to advice of collection problems.
Resolve booking exceptions as required.
	September 2003—
	Pyramid Retail &
	Mumbai, India

	November 2004
	Merchandising PVT. LTD.
	


Human Resources
Assistance on Attendance System, Joining Formalities, Induction Program, Recruitment & Selection Projects.
Assistance on Performance Appraisal.
Resumes sourcing and search on several Internet databases and online job sites. Conducting preliminary phone interviews with potential candidates.
Proof reading and Assisting store employees with forms and information. Provide solutions and alternatives based on customer needs.

Education

	Completed— April 2004
	University of Mumbai
	Mumbai, India

	Master’s Degree – Post Graduate (M Com)
	

	Completed— April 2001
	St. Andrew’s College
	Mumbai, India

	Third Year Bachelor of Commerce (B Com)
	

	Completed— March 1997
	St. Andrew’s College
	Mumbai, India

	Higher Secondary Education (HSE)
	

	Completed— March 1995
	St. Teresa’s Convent High
	Mumbai, India

	
	School
	


Secondary School Education
Technical Skills

Microsoft Office
Internet
Email
References

References available upon request.

