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SENIOR LEVEL ASSIGNMENTS
Logistics Operations| Expeditor | General Administration
Location Preference: UAE / Dubai
	KEY SKILLS

Logistics Operations

Expeditor
Supply Chain
General Administration
Stock Management

Customer Relationship

Management

Reporting & Documentation

Process Improvement
	PROFILE SUMMARY 

· A competent professional with 3+ years of experience in Logistics Operations, Expeditor, Stock Management and 9+ Years of  rich experience Administration & Client Servicing 
· Currently working with Global Piping Material FZCO as Logistic Supervisor / Expeditor & Admin Operation Supervisor

· Skilled in analysing & implementing effective measures to manage minimum & maximum stock level ensuring smooth operations 

· Experience in contract negotiation process, as well as ongoing supplier oversight to ensure and maintain cost-effective & well-managed relationships with all suppliers

· Proven abilities in ensuring delivery of high quality services to support customer needs & achieve continued high customer satisfaction from all operational users

· Proficient in managing a wide spectrum of general administrative activities including material procurement, vendor development, transport, back-office operations, asset management and outsourced annual service contracts
· Efficient in handling international clients and ensuring delivery of high quality services to support customer needs 
· Achievement oriented professional with excellent people management skills and an ability to manage change with ease


CORE COMPETENCIES

· Developing a sourcing framework to analyse demands patterns, identifying short & long term requirements for price sensitive articles in each category and overseeing the implementation for the same 

· Establishing long-term partnerships with local & global suppliers; acquiring techno-commercial offers and monitoring the quality of procured material through regular meetings / interactions with vendors 

· Handling general administrative activities including travel & office records of stationery to manage operations; finalizing service agreements to execute works as per pre-set norms 

· Implementing customer service policies / standards for organization; serving as end point of contact for escalations

· Assuring the continuous interaction with customers to ensure that areas of concern are addressed promptly for improved pre-set service levels

· Identifying areas of bottlenecks & breakdown and non-conforming products; taking steps to achieve zero accident & customer complaints through the application of troubleshooting tools like root cause analysis

ORGANISATIONAL EXPERIENCE

Since Jun’12:Jebel Ali Dubai as Logistic Supervisor / Expeditor & Admin Operation Supervisor
Role:

· Examining sales order files and clarifying ambiguities

· Supervising the allocations of task to other department involved in execution of material

· Looking after the issuance of pick slip for stock materials and material arrangements at warehouse

· Administering the material for modifications (galvanizing/machining) and sending it to sub-contractors, basis sales order requirements; collaborating with sub-contractors for timely completion of material modification

· Overseeing the verification of status for material from foreign suppliers 

· Acting as a Point of Contact for foreseen delays in material arrangements and arranging inspection at warehouse/supplier’s location

· Ensuring technical and commercial documents are as per sales order

· Monitoring clearance of foreign purchase material required for sales order

· Maintaining packing list and organizing the Commercial Invoice, Certificate of Origin, Bill of Lading, Material Test Certificate, etc.

· Arranging necessary transport for delivery of materials
· Generating and sending delivery note to customers; clearing the same after customer’s approval
· Updating customers about the material status and delivery timelines
· Handling legal formalities for Employee Entry Permit (Visa), arranging for medical and following up till the Visa is stamped for the employee
· Processing payroll and maintaining payroll information, payroll records/reports: monitoring employee enrolments and terminations 
· Responsible for:

· Employee accommodation, transportation, etc.
· Office stationery items, courier distribution and incoming correspondence including resumes

· Maintaining electronic and paper files, human resource calendar, administrative forms, manuals, etc.
· Assisting Project Manager with preparation of documents and follow-up on timelines & deliverables
· Accountable for IT related issues and maintenance including company website, ERP, etc.
Accomplishments:
· Received appreciation from the management for achieving Delivering Material on time
· Pivotal in streamlining processes through measures such as Energy Saving/Water Saving, etc.
· Holds the merit of implementing ERP systems in the organisation to ensure proper documentation of receipts & invoices

PREVIOUS EXPERIENCE

Mar’07 to Apr’12: Oman Insurance Company, UAE, Dubai as Senior Officer Admin /Team Leader (Coordinator)

     Medical Claims Department
Highlights:

· Successfully handled key corporate accounts – Etisalat, ADNOC Group, etc.

· Maintained attendance sheet, outgoing documents and coordinated with HR department for ongoing HR demands & staff records 
· Pivotal in generating quarterly inter-departmental recoveries 
· Oversaw the renewal of policies and monthly manual outstanding for Medical U/W Department
· Identified discrepancy in monthly paid statement generated by system & account department and escalated the same to the IT department
· Updated daily System Update (Group, Subgroup, Member, and Recipient to system)

· Administered team members to ensure accurate data entry and claim settlement; ensured customer satisfaction through service quality
· Examined, monitored and maintained track on unsettled due to technical/manual error, submitted monthly report to senior manager and informed about payment delays
· Dispatched cheques and collaborated with dispatch section, OIC branches, accounts department & call centre and provided soft copies of cheque based on requests

· Handled inquiries of clients and potential customers, communicated with marketing, IT and HR departments to maintain the customer database
Jun’04 – Jun’06: Hinduja TMT Limited, Bangalore, India as Group Leader – Operations 

· Processed Health Insurance claims on Mainframe terminals, comprising of both Medical and Hospital claims which were classified as T.C (Traditional Choice), O.C (Open Choice), M.C (Managed Choice) and E.C (Elect Choice) for an U.S based Health Insurance Company (AETNA US Health care)
· Supervised Junior Claims Assessors and provided guidance in meeting claims turnaround time and service standards
· Generated and maintained reports on the performance of the team and the learning curve of trainees

TRAININGS / CERTIFICATIONS

· Trainings:
· Claims Adjudication Training from Aetna US Health Care, 2004

· Thinking Tools & Way to Success from OIC 
· Certification:

· Microsoft Certified System Engineer (MCSE) – Hardware A+ & Network + in 2004
ACADEMIC DETAILS

· Pursuing Executive MBA in HR and Admin 
· B.Sc. (Mathematics) from Pondicherry University, India in 2004

Others:

· Diploma in Microsoft Office (Word, Excel, PowerPoint & Outlook) in 2003
· Computer Languages (C, C++ & JAVA) in 2004 
PERSONAL DETAILS

Date of Birth: 

27th March 1982
Address: 

United Arab Emirates 
Languages:

English, Hindi and Arabic(Read & Write)


Nationality: 

Indian
Passport Details: 

 (Place of Issue Dubai, Valid up to 04/05/2025)

Driving License Details:
Valid UAE license
Visa Details: 

Employment Visa (Transferable)


Marital Status:

Married

Number of Dependents: 
3
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