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	Objective
	I am seeking a full time employment where I can apply my experience in the field of International Shipping & Freight Forwarding, Accounts and Finance for the progress of organization and self.

	Professional Achievements
	Accountant cum Administrator 
· In-charge of accounts payable department.
· Compile the monetary transactions of the organization and make entries in general ledger under the relevant account head.
· Preparing monthly journal reports on company expenses.
· Examining and supervising cash reconciliation department.
· Maintain electronic & hard copy filing system.
· Maintain Office supplies for department.
· Sort & distribute incoming mail to areas & staff within the organization & dispatch outgoing mail. 

· Filing of materials in general files area. 

Customer Care Representative
· Receive orders via phone, e-mail, and fax & enter orders into system.    
· Communicate with customer on shipping schedule, pricing, product availability, product/shipping documentation, sample request & loading requirements, & order confirmation.

· Enter data into system for invoicing.
· Maintaining relationships with both internal & external customers with exceptional service

· Negotiate & arrange transport of goods with shipping or freight companies. 
· Estimate freight or postal rates & record shipment cost & weights.

Preparation of LPO.

Accounts Assistant cum Operations

· Receive invoices or bills from vendors, get them sanctioned and arrange for payments through cheques or bank transfers.   
· Maintenance of complete books of Accounts viz, cash book, General ledger and subsidiary ledgers.   
· Submit monthly reports regarding the expense and cash book balances.    

· Data entry and word processing   
· Petty cash handling, issue vouchers & bank dealing.   
· Reconciliation of cash book with the bank statement.   
· Follow up of management decisions.

· Handling routine secretarial works of Accounts.
· Monitoring and control of the project in terms of programme.


	Skills
	Air Freight Logistics

· Ocean Freight Logistics

· Legal aspects in Shipping
· International Geography Logistics

· Tally
	Peachtree

· MS Office

· Orison Office Mate

· Daceasy

· Internet Browsing

	Work History
	Accountant cum Administrator
Customer Care Representative

Office Assistant(Logistics & Accounting)
Accounts Assistant cum  Operations
	Prima Group L.L.C, Dubai.

     Orient Shipping Services                                                      

Co., Qatar

Mint Logistics, Kochi, India


Water Seal Co.L.L.C 
Sharjah, UAE.
	Feb-2012 to present

Jan 2010 – Nov 2011

Oct 2008 – Dec 2009



May 2005 - Aug 2008

	
	
	
	

	
	
	
	

	Education
	CISFF(Certified in International Shipping & Freight Forwarding)
	N-rich International
Kochi, India
	Oct 2008 - Jan 2009

	
	Bsc. Maths

CITMP(Certified International Trade Management Professional)


	Calicut University
 Kerala,India
Zabeel International,Dubai,U.A.E
	Apr 2000 -  Apr 2003

Mar  2015-May2015

	
	

	Personal Data
	Date of Birth              :       23rd July  1981

Sex                            :       Male

Religion                     :       Muslim

Marital Status            :       Married
Nationality                  :      Indian

 

	References
	References are available on request.

	 I hereby confirm that the information given above is true to the best of my knowledge.


