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RAVNAK
RAVNAK.372868@2freemail.com  

PERSONAL PROFILE


	
	
	Religion:
	Hindu

	
	
	Sex:
	Male

	
	
	Marital Status:
	Single

	Nationality:
	Indian
	
	


Strengths
: Enthusiastic, Good interpersonal skills, Hardworking, optimist.

Languages Known: English, Hindi, Marathi & Konkani

Hobbies
: Swimming, Playing and learning new things.

  OBJECTIVE


To obtain a responsible position and grow in a dynamic company assimilating changes which can provide an opportunity to employ my skills and foster an atmosphere of continual learning.

KEY SKILLS


Communication - Deals with internal and external customers at all levels via telephone and email, to ensure successful communication via actively listening and probing questions.

Problem solving - Resolves in-depth queries in a methodical manner independently and with internal and external business partners to find appropriate resolutions, efficiencies and high level of quality.

Team Player - Enjoys sharing knowledge and encouraging development of others to achieve specific team goals.

Planning and organizing - Refined planning and organizational skills that balance work, team support and ad-hoc responsibilities in a timely and professional manner.

Highly motivated and eager to learn new things.
Ability to produce best results in pressure situation.
COMPUTER KNOWLEDGE


Proficient in M.S. Office 2007 (Access, Word, Excel, Power Point)
Tally 9, Tally ERP 9 and Internet surfing

Accounting styles: Peachtree and Busy win.

ACADEMIC PROFILE


B COM – Fr. Agnel College Of Arts & Commerce, India                                    -2012
H.S.S.C – St Andrews Higher secondary school, India                                      -2008
S.S.C – Vidya Mandir High School, India                                                               -2006
PROFESSIONAL EXPERIENCE


SAI SERVICE STATION LTD. (MARUTI SUZUKI SHOWROOM) –Goa, India. FROM DEC’2012 TO MARCH’2013

Designation: Assistant Re-Insurance
Job Profile:

· Attending Official communication. Interacting with clients.

· Handling day to day correspondence pertaining to insurance.



· Handling cash and cheques

· Downloading reports and maintaining report diary.
· Telecalling

S. K. AMONKAR EARTHMOVERS - Goa, India. FROM March’2013 TO August’ 2014

Designation: Accounts Assistant
Job Profile:
· Maintaining Ledger, Books of Account.
· Preparing bills & recovering them; follow up for payments.

· Handling petty cash.



· Contacting with clients and suppliers for appointments.

· Attending official calls.

EXCEL INDUSTRY CO. LLC - Ajman, UAE – February 2015 to April 2017  (2 Year’s experience)

Designation: Logistic Coordinator/Assistant
Job Profile:

· Mirsal II Import custom clearance of Air and Sea shipments (BOE)

· Submission of necessary import documents to customs of shipments

· Taking duty exemption from Ministry of Economy (MOE)

· Follow-up with suppliers for pending import orders

· Coordinating with suppliers for shipments

· Nominating of freight forwarders

· Ensure premises, assets and communication ways are used effectively
· Communicate with suppliers, retailers, customers etc. to achieve profitable deals and mutual satisfaction
· Prepare accurate reports for upper management

· Tracking of import shipments for arrivals
· Finish all necessary customs documents and related paperwork.
· Preparing DP World tokens and gate pass for entry and exit of vehicles in Jebel Ali ports
· Preparing JAFZA/Jebel Ali free zone entry pass for drivers
· Handling DP World account statements
· Handling customs credit account
· Claiming of Document Deposits from customs
· Maintaining petty cash for logistics department
