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Summary:

· Over 15 years in Shipping & Administration & 8 years of Secretarial Work 
· Have good skills in Computers.

· Have the Motivation to take Responsibility. 

· Ability to contribute and be a good Employee.

Career Objective:

To be a Resourceful Person in achieving the goals through effective use of the experience, 
Knowledge and skills and add value to the Organization.

Work Experience:
1)  “Shipping in Charge – Shipping & Admn: Edinburgh Woollen Mill Ltd - from June 2014 to till date: The Edinburgh Woollen Mill was founded by Drew Stevenson in 1946 as the Langholm Dyeing and Finishing Company, undertaking the dyeing of yarn on a contract basis. The development into retailing began in 1970, when the Group opened its first shop in Randolph Place, Edinburgh.  The company has grown substantially, it can now be considered as the best mid-market performer in the sector, delivering good consistent growth
2)  ”Executive – Shipping & Admn cum Executive Assistant to Country Head

Newtimes Development India Pvt Ltd – July 2012 to June 2014:  Newtimes Group Specializes in sourcing, product development and supply chain management of apparel and home products for export to USA, Europe & Japan.
3) “Executive – Shipping and Admn cum Executive Assistant to Managing Director” 

Charming Shoppes Inc – From February 2009 to March 2012: Charming Shoppes, Inc. (CSI) is a leading multi-brand specialty apparel retailer primarily focused on women's plus-size apparel. CSI is the parent company of three distinct store brands – Lane Bryant, Fashion Bug and Catherines Plus Sizes.
4) “Executive - Shipping & Administration”. 
Next Sourcing Limited - From July 2007 to January 2009: Next Sourcing India is a 100% subsidiary of Next Sourcing Pvt. Ltd. (PLC), UK. It designs, sources, buys and merchandises NEXT branded products from various factories in India. NSL also source from other overseas offices located in Europe, Sri Lanka, India, Hong Kong and China 
5) "Executive Shipping & Administration" 

Linmark International Hong Kong Limited - From Jan 2000 to 20th July 2007.
Linmark Group offers comprehensive and efficient sourcing solutions to its customers, the majority of whom are leading retail chain operators, well-known brands, wholesalers, mail order houses and department stores in North America, Europe, Asia and the southern hemisphere.
6) "Clerk Documentation/Shipping" in Asiatic Electronic Industries. 

New Delhi Aug 1999 to Dec 1999.
7) “Sr. Assistant " in Sushant School of Art & Architecture 
Gurgaon 1993-1999.
8) "Steno-Typist" in Finmac Systems Limited., 
New Delhi 1992-1993.
Looking forward to a very considerate Response and being given the opportunity to serve. I promise to put all of my ability and experience in the field to achieve the goal.
JOB PROFILE:
Dealing with Buyers:
· Updating information time to time as per buyer’s requirement.
· Checking and forwarding shipping documents to customers.
· IC release to vendors.
· Time to time checking Payment realization from customers.
· E-Mail Communications with all the customers.
· Checking docs and releasing SRL to forwarders.

· Monitoring - Cargo Booking & Movement for Air, Sea & Air-sea from vendors.

· Updating DSR to customers.

· Updating day to day information with customers & their Traffic/Import deptt.
& ensure all the cargo movement
Handled Key Buyers (Independent Charge)
(Responsible to all Shipping support to customers/vendors/forwarders)
· Peacock – Apparel, UK

· EWM – Apparel, UK
· Fashion Bug – Apparels, USA

· Lane Bryant – Apparels, USA

· Catherines – Apparels, USA

· NEXT Retail PLS – Apparels and footwear
· Hudson’s Bay Company – Hard goods, Apparels & Footwear (Canada)
· Hanover – Apparels (Div-Silhouettes & Intl Male) / (USA)
· Cotton Traders - Apparel (UK)

· Petedge – Hard goods (USA)

· Senior et cie – Footwear (France)

· Damart - Apparels (France)

· Promod – Apparels (France)

· Camaieu – Apparels (France)

· Venca – Apparel & Footwear (Spain)

· Edgars - Hard goods, Apparels & Footwear (South Africa)

· Metrojaya - Hard goods, Apparels & Footwear (Malaysia)

· Mydin - Hard goods, Soft goods & Apparels (Malayasia)

Handling Administrative matters

· Arranging hotel Booking for customers

· Arranging Conveyance for customers/staff

· Dealing with courier company

· Arranging Air /Train Ticket for staff for their outstation trip
· Maintaining Leave Details

· Other administrative works

· Also Handling Petty Cash

EDUCATIONAL QUALIFICATIONS:


Academic


: B.com. (Completed)
Technical


: Type Writing English Higher





:  Short Hand English

Computers:


Operating System  
 
: Windows, DOS

Technical Skills
 

: MS-Excel, MS-Word 
Office Tools         
 
: MS-Office, Internet & Outlook Express

PERSONAL INFORMATION:

FATHERS NAME    
   
: LATE Shri Ramakrishnan  Nair
DATE OF BIRTH  
   
: 21-04-1972
MARITAL STATUS    
 
: Married
LANGUAGES KNOWN 

: English, Hindi, Malayalam &Tamil.
ADDRESS


: 80/B-1 Sai Shradha Apartment
  Shalimar Garden Extn-I







  Sahibabad, Ghaziabad – 201 005

  Phone No. : 9999471097                                                                                
  E-mail ID: raghualath@hotmail.com/nandan1971@yahoo.com
Date : ‏‏

Place :
New Delhi. 
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