Name : Jake
E-mail Id: jakeXXXXXX@hotmail.com
Contact No: 01211********
Career Objective
To attain excellence in the professional world by gaining experience and exposure and help the company grow in whatever way I can through hard work and determination.
Profile
· Confident, time management capability.
· Can work efficiently in a group as well as an individual.
· Conceptually strong with an innovative, detail-oriented and analytical approach to the work.
· Self motivated, hard working and goal-oriented with a high degree of flexibility, creativity and commitment.
Work Experience
1. Company Name : xxxxxxxx Inc.
Duration : From 1st Oct 2010 to15th June 2011
Job Profile : Operations Executive.
2. Company Name : xxxxxxxx Carriers Ltd.
Duration : From 01-July 2011 to Till Date.
Job Profile : Operations Executive
Responsibilities Handled
Export- Import :
· Following up of arrival of air and ocean cargo with respective Airlines, Liners or freight forwarders and confirm the same to the clients.
· Coordinate with clients for necessary documents for Customs clearance.
· Solving the Problems related to Documentation.
· Updating the clients regarding the status of consignments from time to time
· Preparing daily, weekly and monthly consignment statements and provide the same through e-mail to the clients.
· Coordinating with transport department of the organization to ensure timely delivery of the consignment to the clients.
· Handling Export Shipment.
· Offering export quotations and price negotiations.
Administration
· Office maintenance and administration works.
· Approaching Clients for business development.
· Assisted the collections department in obtaining outstanding customer debts.
· Ability to function in almost any scenario and go the extra mile to get the job done.
· Exceptional leadership and team building qualities in the training, mentoring, motivating and supervising of supply chain, logistics, transportation/warehousing.
Educational Qualifications
· PGDBM (Marketing & HR), 60% in the yr. of 20**
· B.A(History), xxxxx College, 61% in the yr. of 20**
· HSC xxxxxxxx College, 70% in the yr. of 20**
· S.S.L.C. xxxxxx High School, 81% in the yr. of 20**
Industrial Exposure
· Succinct educational sessions spent with production and operation management perspective at bottling plant of renowned soft drink manufacturer xxxxxxxxx.
· Sessions spent with production and operation management perspective at xxxxxxxxx.
· Experience of visiting developed Asian economy like China (Beijing and Shanghai) as an overseas educational tour participant.
Professional Development
Technology
· MS Office
· Internet
· Photoshop
Personal Information
· Languages Known: Spanish , English , Irish
· Date of Birth: 12/12/1987
· Address:XXXXX
· Hobbies : Drawing, Singing ,.
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