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Personal Data:

Date of Birth: 05. Oct.1983
Gender           : Female

Nationality     : Indian

Religion         : Christian

Marital Status: Married
Interests and Hobbies : Stamp, Coin Collecting & Gardening  
Professional Interests:
· Documentation

· Customer Service
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Career Objective
I am seeking a competitive and challenging environment where I can serve your organization    and establish an enjoyable career for myself. 

Key Skills  
· Having more than 14 years experience in Shipping Industry

· Good knowledge Computer “C” Language 
· Good knowledge of  Export & Import work process
· Excellent of Vessel Operation 

· Good knowledge of Bulk Carrier 

· Excellent knowledge of MS Office 
· Good Team player

· Multi task performer

Professional Experience

The Company

Sherif Global Services Pvt Ltd, Tuticorin (NVOCC)
As Agents – ILE , Colombo
Tenure: Aug 2015  - Feb 2017
Title: Customer Service, Documentation Executive  
Export : - 
· Tele Sales
· Taking booking from customer ( Sales & Pricing) 

· B/L updatation & release to customer  ( Fast Freight )
· Invoicing to customer

· Manifest details to counter office

· EGM updation ( Alaigal & E Mirsal )
· Sending Freight Manifest & All Reports In Main Line 

· Coordinating with MLO ( Slot Allocation, & Slot Confirmation )

· Coordination with All Main Liners
Import : - 
· IGM updation ( Alaigal & E Mirsal)
· Invoicing to customer

· D/o updation & relase to customer

· Co ordinate with customer 
· Handle query from internal & external
· Coordination with All Main Liners
The Company

Seamax Shipping India Pvt Ltd., (Sea Freight Import / Export )
Tenure: May 2013  - Aug 2015

Title:  Documentation & Operation Executive  
· Tele Sales  

· Preparing Service Bill Of Lading 

· Preparing & Releasing MBL & HBL 

· Filing online ( Import & Export ) (Royal Impex & Focus ) 
· IGM & EGM Online Filling  
· C & F Online Filling & Related Work .

· Doing Customs Clearance Paper Work ( Import & Export ) 

· Dealing with enquiries from both internal and external customers



	
	· Liaising with customers, freight forwarders and customs to ensure the clearance of goods

· Carry out general administration duties as instructed by the customer service manager
· Order taking and keying, including telephone, fax and mail.

· Processing of export orders and freight invoices via SAP

· Production of Export documentation - certificates of origin etc, 

· Liaison with Chambers of Commerce and Embassies

· Shipping of orders - air, sea - through freight agents

· Maintenance of Excel spreadsheets
The Company

J.M.Baxi & Co., Tuticorin 
Tenure: Apr 2010  - May 2013
Title:  Documentation Executive
· Maintain all vessel schedules in FIS

· Co-ordinate between departments to include: Terminal Operations, Ship Planning, Authorities, Port Agent and Partner Lines.

· Arrange smooth Vessel, Port and Cargo Operations in accordance with local rules and regulations, safety and security procedures.

· Act as focal point for the Port Agent's services relative to all Vessel Operations before arrival, whilst in port and after departure.

· Dispatch booking forecasts to Vessel Operators and Planners as appropriate.

· Arrange feeder transportation within the transhipment department where applicable.

· Complete dangerous-goods-lists with final container numbers and stowage positions and forward same to port authorities and vessels.

· Focal point for DG related matters within the Area; compile and control dangerous goods documentation.

· Work out cost estimates for special shipments

· Terminal Performance Reporting

· Ensure export containers meet their intended vessel.

· Notification of damaged containers at terminals.

· Liaising with third parties to move goods (by road, rail, air or sea) in accordance with customer requirements;
·  Arranging payment of freight and other charges, or collection of payment on behalf of the client;
·  Arranging air/sea/road/courier transport including extremely urgent and high value freight
·  Working closely with customers, colleagues and third parties to ensure smooth operations to deadlines.
· Sign On / Off Related Work  ( Customs Formalities  & Immigration Work )
· Bunkering Work
· Ensuring to answer quickly to the quotation 



	
	The Company

Kinship Services India Pvt Ltd., Tuticorin (NVOCC )
As Agents – SIMATECH LLC, Dubai

Tenure: Feb 2004  - Apr 2010 
Title: Documentation Executive 
· Maintain all vessel schedules in FIS

· Co-ordinate between departments to include: Terminal Operations, Ship Planning, Authorities, Port Agent and Partner Lines.

· Arrange smooth Vessel, Port and Cargo Operations in accordance with local rules and regulations, safety and security procedures.

· Act as focal point for the Port Agent's services relative to all Vessel Operations before arrival, whilst in port and after departure.

· Dispatch booking forecasts to Vessel Operators and Planners as appropriate.

· Arrange feeder transportation within the transshipment department where applicable.

· Complete dangerous-goods-lists with final container numbers and stowage positions and forward same to port authorities and vessels.

· Focal point for DG related matters within the Area; compile and control dangerous goods documentation.

· Work out cost estimates for special shipments

· Terminal Performance Reporting

· Ensure export containers meet their intended vessel.

· Notification of damaged containers at terminals.

· Liaising with third parties to move goods (by road, rail, air or sea) in accordance with customer requirements;
·  Arranging payment of freight and other charges, or collection of payment on behalf of the client;
·  Arranging air/sea/road/courier transport including extremely urgent and high value freight
·  Working closely with customers, colleagues and third parties to ensure smooth operations to deadlines.
· Sign On / Off Related Work  ( Customs Formalities  & Immigration Work )
· Bunkering Work
·  Ensuring to answer quickly to the quotation
· Taking Booking From  MLO’s & NVOCC’s
· Allocation Slot for the Liners. 


	
	   Education
· Graduation

B. Com                                 –  Commerce,  at Annamalai University, Chidamparam.

C.Lisc                                    –  Librarian – at Alagappa University, Karaikudi

Shipping Management     –  Govt. Polytechnic, Tuticorin

( Govt. Polytechnic, Tuticorin – CANADA – INDIA Institutional Co-Operation Project  2005 )
        “O” Level               -  Ves Computer, Tuticorin  ( DOEACC  Society, Delhi 2001-2002 )
· Certification

       Tally – Accounting software – Victory computers – Tuticorin

Computer skills

MS Office IT Tools & Apps, Business System, Internet & Web Design,  Programming & Problem Solving through C Language, Programming through Visual Basic 

Technical Skills

· Type writing in English at Lower level.

Languages Known

· Proficient in Written and Spoken English and Tamil.

· Proficient in Written and Reading Hindi

Declaration

I hereby declare that the above written particulars are true to the best of my knowledge and belief.
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