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Key Responsibilities





Customer Relation Executive: 19th June 2008 – 29th July 2011 


CP World Lanka (Pvt) Ltd (WSA Group): Colombo 02, Sri Lanka














WorkingExperience








A highly stimulated and professional individual with over six years of experience in shipping environment. Hands on experience in managing and tracking shipments and providing customers with advice and shipment alternatives. In depth knowledge of managing appropriate documentation and billing issues.








Personal Profile























Assistant Manager: 1st September 2011- 31st March 2014


Fourships Cargo (Pvt) Ltd: Colombo 04, Sri Lanka

















Receptionist: 12thNovember 2007 – 18th June2008


WSA Lines Lanka (Pvt) Ltd.: Colombo 02, Sri Lanka

















Customer handling & visits


Handling Import, Export & Transshipment (Sea & Air) 


Preparing Quotations, Summery, Balance Sheets & Invoicing


Preparing Import & Export Documentation Work (Sea & Air)


Free Hand & Nomination Shipments Handling 


Preparing Clients Shipment Status Reports & Invoicing


Email Correspondence with Buyers, Shippers & Agents


Create, maintain, and enter information into databases.














PERSONAL DETAILS








Professional Qualifications





MARITAL STATUS





Married





Female





GENDER





DATE OF BIRTH





12-05-1986





LANGUAGE





Fluent in English





Diploma in Business Management – September 2008


Aquinas College of Higher Studies – Colombo, Sri Lanka





Diploma in Business English – June 2006


Oxford College of Business – Colombo, Sri Lanka





BTEC DiplomaComputer Studies Advanced – July 2006


IDM Computer Studies (Pvt) Ltd. – Colombo, Sri Lanka

















PERSONAL SKILLS 








Flexible& Time Management


Friendly&Hard Working


Responsible

















