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--------------------------------------------------------------------------------------------------------------------------------------------------------------

Summary:

A BCOM graduate with over 11 years of successful experience in Manufacturing & Trading industry as an Import Export Sr. Executive (Automobile Adhesive Sticker like Decals, Graphics & Emblem/Metcal. Engineering, Ceramic Tiles, Hotels Products, House ware & Luggage) in same business roles such as Complete Import & Export Documentation, L/C, CAD, Buyers Credit, FOREX, Foreign Inward and Outward Remittance, Bank Debit and Credit Advice documentation, CHA, Customs Clearance, Freight Negotiations and Shipment arrangement, Transporter, Sourcing, MRP, Barcodes, Costing, Negotiations, Landed Cost, Third Country Export & Switch Shipment,  Production Follow up.
Currently am working as a ‘Sr. Export Executive- for Automobiles Parts Manufacturing Industry. 

--------------------------------------------------------------------------------------------------------------------------------------------------------------

Core Competencies:

	· Import & Export Documentation

· Costing

· Production / PPC
	· Sourcing / Procurement

· MRP Barcodes
· Coordination with Customers / Suppliers
	· Freight Negotiations

· EXIM Banking Documents

· Forex

· Third Country Export & Switch Shipment


-------------------------------------------------------------------------------------------------------------------------------------------------------------
Work Experience: 









December 2014 – Till Date
Classic Stripes Pvt. Ltd





             



Andheri East, Mumbai

(Also Handling Logistics of Sister Concern Company called “Pentagram General Trading LLC, Dubai UAE”. It’s deal in Trading Business).

Sr. Export Executive – Decals SCREEN PRINTED PVC SELF ADHESIVE LABEL & Metcals SCREEN PRINTED SELF ADHESIVE CRHOME LABEL.
Export Responsibilities:

· Sales Order Creation:
1). Generating Sales – International Market Handling M.E Countries Like U.A.E, KSA, Kuwait & Oman & S.E.A Countries like Bangladesh, Indonesia & Vietnam. 

2). Order acknowledgement, Proforma invoice to customer. 

3). SO creation in SAP for production as per terms FOC and commercial with Freight, insurance, discount if any. 

4). Follow up for New customer ,Product SAP code and Material Pricing updating in SAP,  barcode slips and other updates in SAP.
· Production Co-Ordination:
1). Production Follow up on day to day basis.

2). Guiding to Production to minimize production 

3). Giving Production Planning to Production Team, as per customer’s requirement.

· Freight Forwarder / CHA / Transport:
1) Arranging & Negotiate with Freight Forwarder for Air & Sea Shipment

2) Arranging Transportation 

3) Co-ordination with CHA for Customs Clearance 

4) Arranging DHL/FedEX/ TNT, other 3rd Party Courier Companies for Shipments.

· PRE shipment activities -Order execution: 
1). Production follows up and dispatch Planning for each shipment, Plant co-ordination for Packing requirements, labeling and packing list. 

2). customer co-ordination delivery schedule commitment to customer status update for nomination and shipment mode. 

3). Pre shipment dispatch documents & original documents for customer L/C other documents. 

4). Co-ordination closely with Courier agents, CHA/ FFW/Transporter/plant for rates and smooth execution of shipment, Co-ordination with our CA /Legal Adviser /Excise for advice. 

5). Intimate customer about the dispatch (email invoice/ pack list, AWB) & Shipment tracking.  
· Post shipment documentation & Banking: 
1). Follow up for ARE-1 with CHA/ FFW for required original documents, certificates & other L/c documentation. 2). Sending ARE-1 to plant for Proof of exports for excise purpose, Duty draw back and incentive, updating and Govt portal actives & follow-up. 
3). Sending original L/c advance document to bank, communicating the details to customer ,Intimate finance dept. about payment Disposals & remittance details. 
4). Sending Original FIRC to Bank for closing of Export Inward remittance Bill and for Generating E-BRC to meet RBI Guidelines.   
· Outstanding Recovery: 
1). To Scrutinize & reconcile outstanding statement & Payment follow-up with customer, Updating of payment, collection planning. 
2). Provide bank details for remittance and acknowledge payment receipt to new customer & Payment tracking -follow-up advances.
· Support Commercial/Sales aspect: 
1). Authenticate invoices of CHA/ FFW/ Transporter /courier and maintain records of each shipment (sample/Commercial) Follow up with SCM/ accounts for payment. 
2). MIS - monthly open purchase order-outstanding-collection- weekly , quality complaints - credit notes -Trade discount ,Expense monitoring  as per budget for cost cutting. 
3). Customer co-ordination & support for dispatches and requirement, customer Portal and overseas sister company co-ordination & dispatch Planning.
4). Direct Interacting with Customers via Email, Phone, Whatsapp, IMO & Skype for New Orders, Order Forecast, Pricing Issue, MOQ, Delivery Time, Payment Follow-ups, Shipments,  

-----------------------------------------------------------------------------------------------------------------------------------------------------------
M.M. Plastoware (India) Pvt Ltd






             August 2014 – December 2014
Bhayander West, Mumbai

Import & Export Executive – Manufacturer and Exporter of Plastic Molded Articles like Casseroles, Insulated Ware Water Bottle, and Insulated Ware Jug etc. Importer of Plastic Raw Material (PP), Chemical (Isocayanate) Trader of Thermo Steel Flask.
Export Responsibilities:

· Handling Entire Export Documentation, Pre and Post Shipment Documents.

· Taking Care of all Bank related matters, Export Payments, Foreign Exchange Rate from Bank, Forward Contracts etc.

· Corresponding with all Clients for the sales requirements, payments follow ups for order etc.
· Getting confirmation of Post Shipment from customers before proceeding for original documents.

· Meeting Important client, if at all required for securing orders & periodical follow up.

· Coordinating with CHA, Shipping Line, and Freight Forwarder Transporter & External Inspection Agencies for Import & Export Shipments.
· Coordinating with concerned authorities for License related matters.

· Coordinating all activates assigned by the directors, like preparation of quotation for local orders, visiting various malls/modern retails store for collecting a sample for development of new products etc.
· Taking Forex rate from Bank Treasury for Import Outward Remittance and for Export Realization Inward Remittance.

· Taking Forward Contract from Bank for Export Realization and for Import Payment.

·  Follow up with Bank for Export Inward Remittance.

· Import Responsibilities:

· Follow up for Order Acknowledgment and Delivery Date.

· Checking & Confirm draft of Import Documents like Invoice, Packing list, COO & BL/AWB.

· Keeping track of Orders.

· Preparing Irrevocable LC draft and follow up with Bank for LC establishment same provide to Supplier.

· Amending LC as per Shipper request, like Shipment, Expiry dates etc.

· Submitting all Debit Charges Advices to Accounts Department for their records and entry.

· Arranging Sea and Air Freight Forwarding Agent for EXW and FOB Shipment.

· Negotiating with Freight Forwarder for best Freight Rate.

· Follow up with Forwarder for Pick up of Shipment.

· Follow up with Clearance Agent for Fastest Clearance of Shipment.

· Giving Documents to Clearance Agent of Shipment.

· Purchase online Insurance for FOB, CNF and EXW Shipments.

· Handling Switch BL Shipment.

· Preparing Buyers Credit documents for taking Payment Credit for Sight LC and for DP at sight documents.

· Preparing Bank Payment documents for Advance, Balance, Retirement of LC and Repayment of Buyers Credit.

· Arranging Transporter for fastest delivery of Goods to final destination.

· Follow up with Accounts Department for Supplier and Domestic Payment to CHA, Transporter and Freight Forwarder. 

· Follow up with Transporter and with Octroi agent for closing of ‘N’ Form.

· Taking ‘N’ Form Facility from BMC when ‘N’ Form Facility gets over.

· Coordinating with Suppliers for Logo, Design, Barcode, MRP, Color detail etc for Product development.

· Coordinating with Design Department for Logo, Branding, Inner Carton Design, Barcode, MRP Label, Catalog etc for Product Development.

· Negotiating with Supplier for best price as per Boss Instruction. Arranging Freight and Inspection for 3rd Country Export Shipment from China to India. 

· Preparing Provisional Costing for each Shipment before Importing and Calculating MRP for Dutiable Products.

· Submitting Original Triplicate copy of Bill of Entry to Bank as per RBI guideline as a proof of Import along with payment documents etc. 

· Arranging Inspection of all shipments which is importing from CHINA.

· Handling cross trade / third country shipment.

-----------------------------------------------------------------------------------------------------------------------------------------------------------

Princeware International Pvt Ltd,  







November 2011 – July 2014                                                                         

Sion East, Mumbai

Also taking care Export & Import of Sister Concern Company called “Prism Design and Tooling Technology Pvt. Ltd.”

Import Executive- Trading Products,  Plastic RM, Spare Parts for Machine and Mold Parts for (Thermo Steel Flask, Luggage Bags, Plastic, Melamine etc and Plastic RM like PP, LLDPE, HDPE, ISO, Spare Parts, Mold Parts etc) Manufacturing & Trading Industry
Responsibilities:

· Follow up for Order Acknowledgment and Delivery Date.

· Checking & Confirm draft of Import Documents like Invoice, Packing list, COO & BL/AWB.

· Keeping track of Orders.

· Preparing Irrevocable LC draft and follow up with Bank for LC establishment same provide to Supplier.

· Amending LC as per Shipper request, like Shipment, Expiry dates etc.

· Submitting all Debit Charges Advices to Accounts Department for their records and entry.

· Arranging Sea and Air Freight Forwarding Agent for EXW and FOB Shipment.

· Negotiating with Freight Forwarder for best Freight Rate.

· Follow up with Forwarder for Pick up of Shipment.

· Follow up with Clearance Agent for Fastest Clearance of Shipment.

· Giving Documents to Clearance Agent of Shipment.

· Purchase online Insurance for FOB, CNF and EXW Shipments.

· Handling Switch BL Shipment.

· Preparing Buyers Credit documents for taking Payment Credit for Sight LC and for DP at sight documents.

· Preparing Bank Payment documents for Advance, Balance, Retirement of LC and Repayment of Buyers Credit.

· Taking Forex rate from Bank Treasury for Import Outward Remittance and for Export Realization Inward Remittance.

· Taking Forward Contract from Bank for Export Realization and for Import Payment.

·  Follow up with Bank for Export Inward Remittance.

· Arranging Transporter for fastest delivery of Goods to final destination.

· Follow up with Accounts Department for Supplier and Domestic Payment to CHA, Transporter and Freight Forwarder. 

· Handling Rejected Material, Damage Material and arranging for Claim from Supplier and from Insurance Company.

· Follow up with Transporter and with Octroi agent for closing of ‘N’ Form.

· Taking ‘N’ Form Facility from BMC when ‘N’ Form Facility gets over.

· Preparing HSS Documents and Handling Clearance of HSS Shipment.

· Coordinating with Suppliers for Logo, Design, Barcode, MRP, Color detail etc for Product development.

· Coordinating with Design Department for Logo, Branding, Inner Carton Design, Barcode, MRP Label, Catalog etc for Product Development.

· Negotiating with Supplier for best price as per Boss Instruction. Arranging Freight and Inspection for 3rd Country Export Shipment from China to India. 

· Preparing Provisional Costing for each Shipment before Importing and Calculating MRP for Dutiable Products.

· Submitting Importers copy of Bill of Entry to Excise Department to claim CENVAT / MODVAT 

· Submitting Original Triplicate copy of Bill of Entry to Bank as per RBI guideline as a proof of Import along with payment documents etc. 

· Arranging Inspection of all shipments which is importing from CHINA.

· Handling cross trade / third country shipment.

-----------------------------------------------------------------------------------------------------------------------------------------------------------

Waaree Instrument Ltd.

 






August 2009 – October 2011

Andheri East, Mumbai

Import Executive – Pressure Gauges & Transmitter Manufacturing and Trading Industry
Working in SAP ERP System

Responsibilities:

· Preparing Purchase Order in SAP System and sent same to Supplier.

· Follow up for Order Acknowledgment and Delivery date.

· Checking & Confirm draft of Import Documents like Invoice, Packing list, COO & BL/AWB.

· Keeping track of Orders.

· Preparing Irrevocable LC draft and follow up with Bank for LC establishment same provide to Supplier.

· Arranging Sea and Air Freight Forwarding Agent for EXW and FOB Shipment.

· Negotiating with Freight Forwarder for best Freight Rate.

· Giving Documents to Clearance Agent of Shipment.

· Purchase online Insurance for FOB, CNF and EXW Shipments.

· Follow up with Forwarder for Pick up of Shipment.

· Follow up with Clearance Agent for Fastest Clearance of Shipment.

· Arranging Transporter for fastest delivery of Goods to final destination.

· Doing Duty entry in SAP for GRN / MRN Purpose.

· Follow up with Accounts Department for Supplier and Domestic Payment to CHA, Transporter and Freight Forwarder. 

· Follow up with Transporter and with Octroi agent for closing of ‘N’ Form.

· Taking ‘N’ Form Facility from BMC when ‘N’ Form Facility gets over.

· Preparing HSS Documents and Handling Clearance of HSS Shipment.

· Preparing HSS Quotation Proforma Invoice, Invoice and Packing List.,

· Generating MRN/GRN, Sales Order, Delivery date and Sale Invoice for HSS Shipment in SAP. 

· Submitting Importers copy of Bill of Entry to Excise Department to claim CENVAT / MODVAT 

· Submitting Original Triplicate copy of Bill of Entry to Bank as a proof of Import along with payment documents etc. 

· Preparing Work order as per Customer P.O and send same to Factory for Production.

· Preparing Order Acknowledgment and send same to Customer.

· Preparing Pre-Shipment documents such as Proforma Invoice, Packing List and SDF Form for Export Clearance purpose.

· Arranging Sea and Air Freight Forwarding Agent for CIF, CNF, DDP DDU Shipments.

· Follow up with Forwarder for Pick up of Shipment 

· Follow up with Clearance Agent for Fastest Clearance of Shipment.

· Preparing Post Shipment documents and send same directly to Customer in case of Advance Payment and Payment against copy of BL after receipt of Payment from Customer.

· Preparing Post Shipment documents and send same directly to Bank in case of LC, CAD, Availised and DA payment Terms.

· Preparing BRS fro Realization of Inward Export Payment from Bank.

Polymech International 








1 YEAR AND 6 MONTHS

Parel East, Mumbai.

Import Executive – Trader of All types of Hotel Products
Responsibilities:
· Preparing Purchase Order on Excel and sent same to Supplier.

· Follow up for Order Acknowledgment and Delivery date.

· Arranging Sea and Air Freight Forwarding Agent for EXW and FOB Shipment.

· Negotiating with Freight Forwarder for best Freight Rate.

· Follow up with Forwarder for Pick up of Shipment 

· Giving Documents to Clearance Agent of Shipment.

· Arranging DEPB License for paying of Custom Duty.

· Follow up with Clearance Agent for Fastest Clearance of Shipment.

· Arranging Transporter for fastest delivery of Goods to final destination.

· Preparing Bank Payment documents for Advance and Balance payment Supplier.

· Follow up with Accounts Department for Supplier and Domestic Payment to CHA, Transporter and Freight Forwarder. 

· Submitting Original Triplicate copy of Bill of Entry to Bank as a proof of Import along with payment documents etc. 

-------------------------------------------------------------------------------------------------------------------------------------------------------------- 

 Educational Qualification:

· Completed Bachelor of Commerce (B.COM) from Mumbai University with 50% marks in the year 2009

· Completed Diploma in Import & Export from K.C. College of Management Studies in the year 2007


· Knowledge of SAP: S.D & M.M Module.

· MS-CIT, MS-Word, Excel, Power Point, Outlook and Internet.

--------------------------------------------------------------------------------------------------------------------------------------------------------------   

Personal Information:
· Marital Status - Married

· Date of Birth- 31st August, 1986

· Languages Known - Urdu (Mother Tongue), English, Hindi, Marathi, Kutchi and Gujarati.
· Religion – Islam

· Gender – Male



· Nationality – Indian

· Hobbies - Cricket, Soccer and Playing Carom.
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