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	Versatile, Dynamic and Gulf experience Professional equipped with 8+ years record of delivering key significant contributions towards companies’ continued business growth. Possess knowledge of various procedures & practices related to Logistics, Import/Export, Sales Coordination, Letters of Credit, Claims, preparing quotations, order handling, invoicing, handling shipment processing, delivery confirmation, goods receipt, document processing, and purchase order processing. Demonstrated competencies in upholding knowledge of all product lines, policies & procedures, product management, create awareness and heighten brand image in the target market. Well-organized team player with strong communication, interpersonal, planning, coordination, problem-solving, decision-making, operational, and time management skills. Seeks a challenging work profile where gained skills, experience, and industry knowledge will have a valuable impact.


	STRENGTH & SKILLS


	· Gained 8+ years experience in diversified industry
	· Expertise in Import/Export Documentation 

	· Strong background with Dubai Municipality FIRS
	· Adroit with Customs/Bank/Insurance formalities

	· Well versed with ERP and MS Office Package
	· Excellent Communication and Presentation Skills

	· Knowledge of costing and pricing methodology
· Strong analytical and problem-solving skills
	· Client-Vendor-Supplier Relationship Management
· Possess Integrity, Creativity, Honesty & Teamwork


	

	

	



· Diploma in Sales & Marketing – Nairobi Institute of Business Studies, Kenya


2013
· Certificate in Computer Studies – Regional Centre for Tourism & Foreign Languages, Kenya
2006
· First Aid Course – St. John Ambulance, Kenya






2006
· Certificate in O Levels – Kitengela Girls High School, Kenya




2005
	

	

	



Import/Export Executive Cum Sales –





Apr 2018– Present

Billing Clerk – Aal Mir Trading Co LLC, UAE




Nov 2016 – Mar 2018
Sales & Marketing Assistant – Sunny Sanitary Pad Ltd., Kenya


May 2014 – Feb 2016

Import Executive – Patma Food Stuff Kenya Ltd., Kenya



Jan 2013 – Mar 2014

Customer Service – Silver Springs Tours & Travel, Kenya



Dec 2011 – Dec 2012
	

	

	



· Gained 8+ years of experience within a diversified industry in UAE and Kenya in domains of Import/Export Executive Cum Sales, Billing Clerk, Sales & Marketing Assistant, Import Executive, and Customer Service.
· Acquired vast exposure in processing documents in Dubai Municipality Food and Non-food System such as (FIRS, label registration, application of Health Certificate) etc.
· Played a significant role in processing documents with Dubai Trade/Dubai World system for container arrival, terminals, vessel, clearance and other documentation e.g. Bill of Entry (BOE).
· Knowledgeable on Imports & Re-export procedures, customs, and documentation. Astute with ERP system and MS Office Packages.
· Performed assigned workload with indefinable enthusiasm, commitment, honesty, and dedication and drove towards contributing to the continued business growth.
	

	

	



	Import/Export Executive
· Coordinate clearing and forwarding of all imports & exports for the company.

· Perform costing of all import shipments for goods in transit in the consignment data base.

· Liaise with the Finance Department for opening Letters of Credit, Transfers, and Bank Delivery Order for shipment covered by L/C. Work with freight forwarders to clear the goods in case of direct shipments.

· Coordinate for inspection and necessary survey in case shipments arrive in open/torn/wet/damaged condition. Obtain short lading certificate from Customs Authority.

· Attend inspection of damaged goods during transit at airport/seaport along with the Insurance Company’s representative.

· Obtain all attested legal documents necessary for exports from Dubai Chamber of commerce and industry.
· File insurance claims and follows up for payments/credit note with the insurance company.

· Check and verify Freight Forwarder's invoices for both Imports and Exports, obtain approval from respective department Head and forwards these to Finance for payment.

Import/Export Documentation
· Act as the first point of contact for Dubai municipality inspector while projecting a professional image at all times.
· Process and examine the required import/export shipping documents as per rules and regulations. Send the shipping related documents to the customers.

· Follow up with customers and freight forwarder for Import/Export shipments and know the status of all shipments. Maintain the Inward-Outward reports of material. Prepare PO and send to it the supplier.

· Prepare Bill of Lading Draft and Intermodal Marketing Company (IMC) as per PI terms in Letter of Credit. Coordinate with an accounting firm for day to day accounting and banking related transactions.

· Arrange pre & post shipment related commercial invoice & packing list of previous day’s container.
· Keep records of container inspected document details of inquiries, complains, issues, comments & actions taken and submit to ISO auditor for verification.
· Apply basic concepts, practices, and procedures of handling products/container complaints. Refer unresolved customer grievances to the designated department for further investigation.
Logistics Sales Coordinator
· Facilitate the administrative support for the sales and management process of existing and new business development. Negotiate rates & conditions of suppliers in coordination with the Commercial Supervisor.

· Prepare quotations to direct customers and agents to sell the company product and services. Administer all quotations and services in the company.
· Receive products and coordinates delivery; prepare load for shipment and take steps to avoid quality control issues.
· Manage activities throughout the order fulfilment and transportation cycle to make sure established deadlines are met.
· Maintain statistics of offers and performance of customers and suppliers. Adhere to the ISO regulations.

· Deal with the agent network on a daily basis for costs, pricing, local requirements and obtain customer or market feedback.

· Directly get in touch with customers to discuss offers, projects and business development possibilities.

· Negotiate with the agents and shipping lines for local charges and ocean freight costs.


	

	

	



Import/Export Executive Cum Sales – Aal Mir Trading Co LLC, UAE      
· Reviewed record and analyze sales trends of products for imports & re-exports. Ensured that the inspector finds the items or products for inspection.

· Liaised with Dubai Municipality for product registration, analysis and evaluation.

· Safeguarded that all items in the shipment are allocated in their appropriate designated locations once they are in the warehouse. Prepared all related documents and submit to the Auditors for ISO verification.
· Make sure that normal release report of the item has been passed to the sales team to sell the product.

Billing Clerk – Aal Mir Trading Co LLC, UAE

     
· Responsible for the billing inquiries from the customers and effectively manage aged bills.

· Received customer’s orders and update in the system for billing. Prepare customers’ bills and mail to customers. Reviewed invoices and identify any errors before the invoice delivery.

· Compiled and maintain documents and records of all billings. Improvised existing billing procedures to avoid the recurrence of errors. Updated all billing procedures and post the delivered invoices.

· Maintained and update the customers’ database. Prepare monthly and periodic billing reports.
· Coordinated the calls between the outdoor salesmen and the main office.
Sales & Marketing Assistant – Sunny Sanitary Pad Ltd., Kenya
· Effectively respond to customer inquiries. Generate customer interest related to the services or products offered by the company. Provided assistance on planning the promotion items.

· Provided personalize customer service by responding to the needs of the customers. Make sure that all items are available for online sales.

· Managed and update customer database related to the status of each customer.

· Provided customers with brochures and all information related to packages offered of the products.

· Evaluated problems of the customers and provide logical lasting solutions.

Import Executive – Patma Food Stuff Kenya Ltd., Kenya

     
· Ensured that Purchase Order (PO) is passed, sign and confirmed by the Department Head.

· Prepared all shipping documents and submit to Kenya Revenue Authority and ensure that all documents are signed and cleared.

· Liaised with Kenya Municipality and ensure that all goods are inspected, released, and ready for local sales.

· Ensured that the custom payments are all cleared. Prepared and submit import documents to Auditors.

· Applied basic concepts, practices, and procedures of handling inspector complaints while meeting quality standards for the product.

· Kept records of inspector interaction details of inquiries, complaints, issues, comments, and actions taken.
Customer Service – Silver Springs Tours & Travel, Kenya
· Acted as the first point of contact for customers while projecting the professional image at all times.

· Skillful in providing first-class customer experience resulting in satisfaction, loyalty, and retention

· Processed customer transactions and respond to queries in a responsive, accurate, and timely manner.

· Resolved product or service problems by clarifying the customer's complaint; determining the cause of the problem; selecting and explaining the best solution to solve the problem; expediting correction or adjustment; following up to ensure resolution.

· Referred unresolved grievances to the concerned department for further investigation.

· Uphold proactive communication with customers through phone, e-mail or regular mail.

· Maintained records of customer interaction and transactions, document details of inquiries, complaints, issues, comments, and actions are taken.
	

	

	


	


· Proficient in MS Office application (Word, Excel, PowerPoint, Email application & Internet).
	

	

	



Nationality

:
Kenya
Date of Birth

:
12th Nov 1986
Marital Status

:
Married
Visa Status

:
Employment
Languages

:
English, Kiswahili
Personal Contact
: 
mary-398369@2freemail.com 
Reference

:
Mr. Anup P Bhatia, HR Consultant, Gulfjobseeker
Email:  feedback@gulfjobseeker.com [image: image2.png]


[image: image3.png]


[image: image4.png]


[image: image5.png]



Profile Summary





Educational Qualification





Career Snapshot





Achievements





Areas of Expertise





Proven Job Role





I.T Proficiency





Personal Details








