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Objective
Aiming to achieve a challenging position in my career through Smart work and dedication. I look forward to work in an environment that is friendly as well as encouraging and provides me ample opportunities to enhance my skills.

Key Skills		
· A responsible attitude
· Ability to priorities work
· Good at planning ahead
· Remaining calm under pressure
· Decision-making abilities
· Time management
· Ability to have authority but tactful with it.
· Accurate record keeping

Work experience

Skyways Air Services Pvt. Ltd
Location : Mahipalpur New Delhi (July 1018 to Till Date)  

Working as pricer for ocean imports into Import division 

Job Responsibilities:
· Taking care of end to end pricing of all traffic of ocean import 
· Quote to the client & follow up on all sales quotations made for clients, negotiating terms with the client at a cost best suited for them 
· Estimate and establish cost parameters and budgets for all ocean import queries 
· Create and maintain good relationships with agents and co-loaders 
· Compare proposals for price and best possible cost 
· Maintain records of pricing, queries and quotations on daily basis
· Review and examine all quotes and rates and price options 
· Negotiate with the agent for best deal for pricing of all queries
· Ensure that the agents are from the reliable & trustworthy 
· Maintain and update list of agents and clients and their requirements for future development
· Work with team members and Manager to complete duties as needed

Jeena & Co. (Gurgaon)
Location: Gurgaon (Oct 2016 – June 2018)

Working as Assistant Manager Sales Co-Ordination into Import division 

Job Responsibilities:
· Take follow up on all sales quotations made for clients, negotiating terms with the client at a cost best suited for them 
· Efficiently respond to all online or telephone queries in a calm and friendly manner
· Liaise between other departments and the client to provide the service most suitable to the client’s needs, cost and time restraints
· Working closely with the Sales team to assess the progress of the department and develop Sales strategy accordingly
· To produce reports on progress within the department and outline any developed strategies to improve
· Managing the import traffic force and monitored all stages of import shipments
· Prepare accurate reports for upper management
· Keep logs and records of enquires, quotes & for shipments executed etc.
· To provide cost & pricing for air & sea both the traffic to the consignee according to their needs 
· Communicate with Consignee & suppliers to achieve profitable deals and mutual satisfaction
· Handling all the enquiries of customer on daily basis  
Globus Transitos Pvt Ltd (New Delhi)
Location: Okhla New Delhi (Jan 2011 – Oct. 2016)

Working as Sales Team Lead in Marketing Dept. (Import & Export)

Job Responsibilities:
· Develop a strategy the team will use to reach its goal.
· Provide any training that team members need.
· Communicate clear instructions to team members and listen to team members' feedback.
· Create reports to update the company on the team's progress and distribute reports to the appropriate personnel
· Manage the flow of day-to-day operations and reporting to senior level management
· Coordinate imports, exports.
· Co-ordinate with Agencies for Price of New Shipments and Cargos.
· Reviews freight rates: air, courier, and land.
· Maintain Computer database on daily, weekly & monthly basis.
· Sending Freight Quotations to Clients via mail on daily basis.
· Solve queries of clients & bifurcate all details regarding shipments through call & E-mail. 
· Give status of their shipments. 
· Keeping records of Shipments (i.e. containers, cargos, & transportation etc.)
· Handling Clients queries on daily basis.
Academic Record
B.Com. (Pass) from Delhi University 	
12th Passed from CBSE Board
10th Passed from CBSE Board

IT Skills
· Application Known: MS Outlook/MS Word/MS Excel/MS PowerPoint
· Internet & Web Browsing

Professional Qualification
· One Year Professional Course in Import, Export and Foreign Trade Exchange from Foreign Trade Education Centre at Noida.
· One Year Diploma in Modern Office Management / Secretarial Practice from International Polytechnic for Women, South Extn. , New Delhi

	


Hobbies
· Dancing and listening to Music

Personal Details
Date of Birth	: 18thNov. 1990
Father’s Name	: Sh. Vishwa Karma Sharma
Gender	: Female
Marital Status	: Married 
Religion	: Hindu
Nationality	: Indian
Language Known	: Hindi & English
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