CURRICULAM VITAE
SURBHI JAIN                                
Address:  78-79, First Floor,
Pocket – 18, Rohini Sector – 24,

New Delhi - 110085

Mob:-9711175852
E-mail: sur_genius@yahoo.in, surjain09@gmail.com 


Carrier Objective

Looking for an opportunity to work in a company where my knowledge can help in the progress of the organization as well as to achieve the advancement for my self.
Education Qualification

· M.B.A. from M.D. University in International Business in 2011.
· Graduation from Delhi University in 2009.

· 12th Passed from C.B.S.E Board in 2006.

· 10th passed from C.B.S.E Board in 2004.
Computer Skills 
· Good knowledge of Computer Basic, MS-Word, MS-Excel, Internet.
· Proficient in English Typing.
Experience
1. Working in an export company (MRL TYRES LTD) as Asst. Manager Logistics & Export documentation from April 2011 to present.
· LOGISTICS: 

· Coordinate with various Forwarders regarding transportation of Containers & arrangement.

· Approve the bills of CHA’s & Forwarders and their process with Accounts deptt for payment.
· Freight Negotiate with different CHA/Forwarder and finalize the best possible fright in the market.
· Find the best Transporter in the Market.
· Follow ups with the transporter for Container arrival & departure on time from plant. 
· Call Container/Truck for Factory Stuffing.
· EXPORT DOCUMENTATION:

· Handle Pre & Post Shipment documents like Invoice, Packing List, GSP, COO & other.
· Prepare final documents as per buyer’s requirement.

· Make required documents for Container movement.
· Arrange inspection of goods with SGS & INTERTEK as & when required.

· Coordinate with dispatch deptt for timely dispatch of each container, acc. to buyer’s need.

· Export Incentive Scheme: Duty draw back, Advance License, Redemption, EPCG, MEIS. 

· INTERNATIONAL CLIENT CO-ORDINATION:
· Complete customer follow-up for Invoices, Payments, Delivery and Documents.
· Coordinate with customers for new orders, order confirmation, advance payments against Proforma invoices.

· Update customers on goods deliveries, loadings, order status
2. Work as computer operator in an export company from July 2010 – March 2011.

· Handle all the general files of the different customers.

· Negotiate the prices with the various companies.

· Check the daily mails and reply them with positive answers.

· Co ordinate with the other people.
PERSONAL DETAILS
  Husband name: -        Sumit Jain
  Date of Birth: -          09th November, 1988
  Marital Status: -         Married
  Nationality: -             Indian

  Language Known: -   English & Hindi
DECLARATION

I have carefully read the CV and affirm that the information furnished by me is true and correct    in all respect.
Place: - Delhi
Date: -                                                                                                                (SURBHI JAIN)                                                                              
