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Valid UAE Driving License
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	Strengths & Skills

	· Gained 11+ years experience within diversified industry
· Logistics Coordination, Shipment Processing skills
· Adept in General Administration & Organizational skills
· Client-Vendor-Supplier Relationship Management skills

· Excellent Team Player & Leadership Capabilities
	· Expertise in Logistics Operation & Import/Export Mgt.
· Adroit with Documentation and Inventory Control
· Knowledgeable in Storekeeping and Warehousing
· Coordination, Supervision & Time Management skills
· Proactive, Goal focused, Vibrant Personality
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Bachelors Degree in Arts – Karnataka State Open University, Mysore, India 



     2009

PUC Arts – Don Bosco, Lonavla, Pune, India







     2003
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Custom Clearance Coordinator – Al Waddah Clearing & Forwarding Est. Dubai 

          Apr 2016 – Present

Operations Coordinator – Expertise Contracting Company, KSA 


          Apr 2013 – Dec 2015

Restaurant Manager – Aloha Restaurant, Manipal, India 



          Nov 2011 – Apr 2013

Admission Staff – Manipal University, Manipal, India 




          Jul 2011 – Nov 2011

Sr. Graphics Designer – Pinnacle Media Solutions 




          Jan 2011 – Jul 2011

Jr. Graphics Designer – Manipal Digital Systems, Manipal, India 


          Nov 2008 – Dec 2010

Dispatch Staff – Gautham Agencies, Udupi, India 




          Oct 2005 – Oct 2006
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· Gained 11+ years experience in UAE, KSA, and India in domains of Customs Clearance Coordinator, Operations Coordinator, Restaurant Manager, Admission Staff, Sr. Graphics Designer, and Customer Service.
· Played a significant role in overseeing the whole gamut related to shipment processing, delivery confirmation, liaison with shipping vendors, goods receipt, document processing, delivery storage, shipment tracking, distribution, out loading, inventory recording, invoice, receipt and purchase order processing.
· Instrumental in carrying multi-faceted functions such as preparing paperwork for regulatory bodies, developing and confirming schedules, implementing health and safety standards, planning for and negotiating technical difficulties.

· Consistently demonstrated resourcefulness and initiative in support of top management with flexibility in working well in cross-functional teams.
· Performed assigned workload with indefinable enthusiasm, commitment, honesty, and dedication and drove towards contributing to continued business growth.
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Logistics Operation Management
· Provide direction at a single location, leading staff to ensure customer requirements are achieved while meeting Company’s goals and objectives.
· Supervise and coordinate activities in the export and customs house brokerage or gateway environment in accordance with federal and foreign regulations governing the shipment, receipt, and documentation of imported/exported products. Provide proactive customer service to internal and external customers.
· Assist in planning and coordination of enterprise-wide logistics management; create strategic plans for carrier contract negotiations, shipment order handling, transportation network modeling, cargo and freight planning, transportation analysis, and order execution and monitoring. Ensure that strategies are executed in the areas of a logistical network.

· Communicate company’s objectives and goals to line managers and key personnel in areas, divisions or functions under the logistical structure of a company such as manufacturing, contracting, procurement and distribution.

· Create, direct and modify procedures for the operation of these processes according to the strategy of timely distribution of goods or services to clients or consumers.

· Record, initiate enters the cargos or shipments to the logistics system to ensure existing information for processing.

· Calculate, account and provide information about the shipment statistics; weight, destination, quantity, type, charge etc.

· Perform material handling, receive and deliver to the desired routing, processing, recipient or any other concerned party.

· Communicate, coordinate, follow up and report about on processing or hold items to be manipulated, delivered to other parties, or provide feedback about status.

· Provide presentable communications with clients and customer and provide them the desired level of service in answering their queries.
Import/Export Management
· Supervise the activities of the Import / Export department to make sure key customer inquiries and shipments are being handled efficiently and accurately.
· Respond to sales inquiries and provide pricing on transactional based business as well as corporate pricing proposals.

· Create load tenders for high-level accounts and distributes them to the appropriate transportation provider and follows up on those requests by tracking them to delivery.

· Prepare rate quotations; file them and follow-up on missing information or requests for additional pricing.

· Assist Director of Sales in developing new customers and developing additional business through on-going customer base. Make sure billing is being done in a timely manner and that receivables are being collected.

· Create required documentation for international shipments and coordinates the distribution and clearance through these foreign countries.  
· Provide day to day shipment tracking, customer service and problem resolution of exception orders.

· Establish and maintain good human resources practices with direct reports, including but not limited to, provide regular coaching and feedback on performance, prepare and present formal performance appraisals as required, ensure adherence to established corporate and department policies and procedures.

· Manage and coordinates key, high-level accounts whereby a higher degree of knowledge and experience is required.
· Develop and maintain a productive work environment for direct reports.
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Clearance Coordinator – Al Waddah Clearing & Forwarding Establishment Dubai 


· Assisted the Department Manager and Senior Supervisor for day to day operational activities of the Customs Clearance Department. Liaise with respective internal departments regarding the clearances at all entry ports.

· Analyzed and report on the key performance indicators of the Customs Clearance department; identify potential downtrends or service failures.

· Evaluated the total number of clearances at all ports by department job codes and send a monthly report to accounts department.

· Assisted in planning staff leaves. Coordinate with the Customs Clearance Representatives from all ports on any work and staff related issues.

· Keep track records of departmental credit cards transactions and balance and provide details to the Finance Department.
Operations Coordinator – Expertise Contracting Company, KSA 



         

· Monitored, control and manage business operations to meet customer expectations and company goals. Assist Managers in day-to-day coordination and management of business operational activities.
· Liaised between customer and management to ensure smooth operations delivery.

· Coordinated and manage project tasks to ensure project delivery within allotted budget and timelines.

· Ensured compliance with company standards and procedures. Build and maintain strong customer relationship through regular meetings and communications.

· Evaluated current operational performance and provide a strategic plan for improvements. Provide direction and guidance to internal teams to achieve performance targets.

· Identified problems in operations process and resolve them in quickly and timely manner. Follow standard operating procedures for efficient business operations.

· Maintained clear and accurate operations documents/procedures for reference purposes.
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· Restaurant Manager – Aloha Restaurant, Manipal, India 





· Admissions Staff – Manipal University, Manipal, India 






· Sr. Graphics Designer – Pinnacle Media Solutions 





· Jr. Graphics Designer – Manipal Digital Systems, Manipal, India 




· Dispatch Staff – Gautham Agencies, Udupi, India 
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· A+N+: Hardware and Networking Course, IIHT, Udupi (2006/2007)

· Dip. Computer Application, Manipal Computer Academy, Manipal (2005)
· Proficient in MS Office application (Word, Excel, PowerPoint, Email application & Internet).
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Nationality

:
Indian
Date of Birth
:
11th Feb 1985
Marital Status
:
Married
Visa Status
:
Employment Visa
Languages
:
English, Hindi, Konkani and Basic Arabic
Driving License
:
UAE Driving License
Reference

:
Available upon request
Profile Synopsis ��





Competent, Dynamic, and Goal-oriented Professional equipped with 11+ years’ record of delivering key significant contributions towards companies’ continued business growth. Demonstrated robust competency and outstanding performance in domains of Logistics Operation, Import/Export, with sound knowledge in handling shipment processing, delivery confirmation, liaison with shipping vendors, goods receipt, document processing, delivery storage, shipment tracking, distribution, out loading, inventory recording, invoice, receipt and purchase order processing. Competency in managing operations with vast knowledge related to field level planning formulation, programme planning, technical and operational support to the field office, implementation, monitoring and evaluation of new initiatives and procedures ensuring timely transmission of logistics, stock levels, and distribution status, assessing existing logistics operations systems, and advising on corrective measures. Effective team leader with strong coordination, analytical, organizational, planning, negotiation, time management, problem-solving, decision making and communication skills; Seeks a challenging work profile to utilize gained knowledge, experience, skills that will bring additional value to the company.








Educational Qualification��





Career Snapshot  ��








Achievements  ��








Areas of Expertise ��








Proven Job Role ��








Other Experience ��








I.T Proficiency  ��








Personal Details  ��
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