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Objective



To work efficiently as an individual and as a group to contribute my skills towards the        organization mission and vision

Work Experience
Company Name
: Airlift Transoceanic Private Ltd

Designation

: Export Documentation Executive (Customer Service)

Period


: July 2016 to till date
Company Name          : Hapag-Lloyd Global Services, 

Designation

: Coordinator (Customer Services)

Period


: April 2014 to July 2016

Job Profile
AIRLIFT
· Place booking on receipt of concern sales personnel communication.

· Co-Ordinate with Shipper and CHA for shipment planning.

· Upload Bl instruction with shipping line and provide HBL to Shipper.

· Sending invoices to customers on receipt of shipping line invoice.

· Handling U.S customs matters related to filing AMS & ISF.

· Coordinating with Counter Part Agents in relation to vessel movement alert.

· Tracking the vessel schedule with carrier till container reach destination
· Vessel Schedule: Downloading the vessel schedule from the respective liner and sending the weekly schedule to customer.

· Tracking: Tracking the shipment in the liner website and sending the weekly report to the     customer.
· Customer Service: Work closely with Distributor Administration, Customer Service, Contracts and other teams as required or requested. Assist inside Sales and Field Sales with quotes, sending revised quotation on monthly basis for the customer
HAPAG LLOYD:

· Responsible for the creation and execution of Bill of Lading documents

· Responsible for deadline adherence on the shift and ensures no delays, 100% on time delivery

· Mentor new comers in areas of Job planning and production

· Rectify the errors of the newcomers if they find any errors while doing the production.

· Assist the Team Leader in creating and executing a plan of action to make improvements for all negative feedback received.

· Assist the Management Team to provide the Productivity report on shift basis.

· Handle the different projects from different regions and giving better quality
Roles and responsibilities 
· Indexing: Analysing the document received directly from the customer thru mails and fax, and segregating it by its category. Also planning and assigning task for the appropriate peers by documents category.
· Bill of lading/Inputting:  Responsible for creating invoices.
· Correction: Responsible of making necessary amendments in the invoices per customer’s request
· Transmission: We sent all the information to destination customs for appropriate countries.
· Release: We release the SWB’s to the customers. Once the containers loaded in the vessel, we check the container status. If it’s LOFU, we release the SWB copy and invoice the shipments

· Communication: We communicate with customers and CSRs thru emails and phone  case of any queries and concern

Achievements in HLGS
· Awarded as The best performer for high productivity as in the month of Sept 2014 & Aug 2015.
· Best Performer award of October 2017

· DCA (Diploma in Computer  Application 

Educational Qualification   
	COURSE
	NAME OF INSTITUTE
	UNIVERSITY/

BOARD
	YEAR OF PASSING
	MARKS

%

	B.Sc.
Nutrition & Dietetics
	S.I.E.T Women’s College of Arts and Science.
	Chennai 
	2014
	65%

	H.Sc.
	Monahan Girls Higher Sec School
	State Board
	2011
	70.08

	S.S.L.C
	Monahan Girls Higher Sec School
	State Board
	2009
	57.02



Packages     :  Microsoft Office.

· Mail Communication

· Forwarding activities

· Material handling and coordination activities.

· Handling Team Activates & Customer queries

· Leadership quality and teamwork attributes.
· Self-confidence.

· Well Trainer.

Date of Birth     
 : 02/12/1993
Nationality                           
 : Indian
Gender                                            
 : Female
Languages known

          
 : English & Tamil
Hobbies    
 : Playing Carom board & Listening music

Nationality
  :  Indian

Experience                                           : 3 years and eight months (Logistics)
Declaration
           I hereby declare that the above particulars are true to the best of my knowledge and belief.    

Place:
Date:   
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