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	Well qualified Documentation & Customer Service Executive with proven work exposure in Shipping, Forwarding  industry. Holding 14 years of experience in managing import & export documents, dealing with Ports & Customs. Demonstrates ability to monitor cargo movements, prepare reports and provide shipment status to the customers / buyers. I look forward to a position where I can leverage off the exposure that I have gained in multicultural environment to be an integral part of the team in a multinational company to build upon my qualification and experience and where my proficiency in the above fields can be further developed and utilized and applied.


	STRENGTHS

	·  Analytical skills to handle
 multiple assignment.
	· Vast exposure in shipping-forwarding services

	· Import & export documentation expertise
	· Strong customer service orientation

	· Coordination & reporting competency
	· Ability to work under deadline pressure

	· Adaptable to different work environments
	· Achievement oriented & natural team worker

	

	

	



	                                    Master of Commerce-Finance, Kerala University, India


	

	                                     Bachelor of Commerce, Kerala University, India
	


	

	

	


	· Successfully dealt with Customs and Port authorities in getting clearance of shipments in Dubai and Qatar.
· Effective in discharging containers before the ETA of VSL. Also, took approvals from the Shift Manager on VSL in order to list the containers . 
· Developed multifaceted skills within the domains of logistics operations, documentation and customer service having worked with logistics, supply chain and shipping organizations. (handled MC Donald import clearance reefer units, Home centre, grey matters , export Qatar aluminium)


	

	

	


	Shipping Co-ordinator                                                                                                                         July 2014 – Till date

Freight International LLC, Abu Dhabi
Key Account Executive
DAMCO C/o Maersk Qatar Maritime  Doha Qatar                                                                          Jan 2011– Aug 2013
                                                                             

	Operation Executive
	Sept 2004 – Dec 2010

	Sunmarine Shipping Services, Dubai, UAE (www.sunmarine.com)
Member of Rais Hassan Saadi Group of Companies and operating as the managing agents for Arcline and Baylines NVOCC lines owned by the RHS Group.


	Customer Service & Documentation Executive
	Oct 2001 – Aug 2004

	Trident Freight LLC, Dubai, UAE (www.trident-freight.com)
The international forwarding arm of Dubai based Rais Hassan Saadi Group..


	Documentation Executive
	Nov 1997 – Oct 2001

	Sunmarine Shipping Services, Dubai, UAE (www.sunmarine.com)

	


	


	

	

	


	Customer Service
· Act as a point of contact for customers within the company.

· Keep the customers posted on the status of shipments such as clearance and its delivery.

· Collaborate with other departments as necessary to meet customer requirements, to take advantage of sales opportunities or, for shortages, to lessen negative impacts on a business.

· Respond to customer inquiries and problems by providing information or directing requests to others who can supply the necessary information or service.

· Show high-quality and result driven customer service which results in loyalty and retention.    



	Documentation
· Manage import-export documentation, Bills of Lading and coordinate with shippers for shipments.
· Fully aware of documentation procedures. Update freight manifest as per agreed rate filing.

· Take care of export documentation problems and rectify errors.

· Coordinate with principles and discharge ports for export related matters. 

· Handling maintenance and servicing of discrepancies documents portfolio.

· Liaise with overseas agents and customer for amendments and any requirements.

· Control all documents for quality management requirements throughout the organization.



	

	
	


	Operation Executive - Sunmarine Shipping Services
· Facilitating smooth export and import operations in the organization.
· Resolving operational problems and all issues related to import & export.

· Responsible for preparing loading list and booking spaces with carriers as well as uncovering business opportunities to maximize space effectively. 
· Monitoring arrival of shipments; sending arrival notice and supervising discharge of the boxes.
· Obtaining documentation clearance for both import and export shipments.



	Customer Services & Documentation Executive – Trident Freight LLC (Agents for Geo-logistics)
· Acted as prime interface of the customers in relation to cargo movements while ensuring customers or clients are constantly updated on movements and arrivals.
· Overall coordination in each shipment. Duties involved providing quotations to customers; corresponding with them; advising customers on necessary documents required for issuing bill of lading or delivery order and providing telephonic assistance on shipments from/to Dubai, UAE.
· Notify Agents and load ports about any discrepancy in documents received or for instructions.
· Liaised effectively with the concerned about the manifestation of cargo; submitted manifest to Ports / Customs through online; feed data in the system and filed documents for future reference.
· In charge for sending cargo arrival notices and issuing delivery orders.
· Received required documents for issuance of bill of lading; evaluated variance between the export declarations against relevant shipping / bill of lading instructions received from shippers.
· Obtained approval on bill of lading from the authorized signatory.
· Additional responsibility of coordinating cross-trade shipments.


	

	

	


	Attended seminar on Bill of Lading Laws held by Chamber of Commerce & Industry. 


	Mary Preetha John


	

	

	


	Proficient in MS Office Suite (Word, Excel & PowerPoint), e-mail and internet 


	

	

	


	

	Nationality
	:
	Indian

	Visa Status
	:
	Husbands Sponsor 

	Marital Status
	:
	Married

	
	
	

	Driving License
	:
	UAE Light Vehicle

	Languages
	:
	English, Malayalam & Hindi
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